
- 6 -

,
In the case Of a library that ,does not use' Library

of tongr9ss,..ciall numbers, it would be appropriate.to
request.a unit card from OCLC at the time the book
was oraered, ,prb'viding that the LC card-number began
with a "7"1- If the LC card number Coes'not have- an
initial P7", the book would te ocesSed according.
to 'the 'library's present cataloging procedures.

r

PermanentRecOr'ds at CrIC

Information received on punch cards from Members'
will be stored in the.00LC master A record wi,1-1,

'be kept kqd.lolding library -of each "book cataloged;
these records to include the additions or changes
requested by a Member. . Therefore,;libraries need tc
report an addition or change. -to ULC only Once.

t

Four Requisition Procedures

As ioned above, there are four basic call
number %stems, each fiaving different request procItiures.
As each f these procedures is explained, certain options

. .

will be discussed. These op, -ons'permit each klember
to alter the cataloging and ,c 11 number to satisfy its
.own requirements.

,On unit Ards, as acted in .Figure if, LC call
numbers or Dewey class timbers are located in a
22-position area on the bottom g that is called the
"user's option arlea"iVlibrary- ay-insert information
in this- space on cards*Tn catalog packs. For-example,
an accession - number could be 'plac d in the user option
argg.,
.., 1

,
,

.

For each set of'procedurei there 4)a-corresponding
flowchart (Figures 2, 3, 5,, 6). ThesdTlowchartsg resent
the various options available to a Mdmber when reques

-qatalog car_dS in accordance with one of the four basic
procedures.

Users of.LC Call Number (Fig. 2)

.

1 .

4

Case; 1. Ii
made to,descripl
record las a not
send Wily the b:
to be part of ti

-1- the box in the :
card (Fig,. 8):.

Case 2. IJ

modifications t(
'ion into the uf
u-se the brgwn

-Case
4
3. WI

holdings statemo
Call numPer,,tho
card as Fell" as

. -Case-4.
Member library-1
holdings as- not=
lib& an will
card-a ell as

Uses of LI
class mb r,su:
the,altern to c:
labeled "LITERA'

J

TheseNMembers will request catalog cardsvlagoompletfng
blue punch _card, which requests production of complete

packs. There.are four options in making this type of request
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The purpose of this Ihstruction Manual is three - fold.

Section I, DEFINING THE PACK, delineates the objectives of .

the.gatalog Profile Questionnaire and'describes how to
complete it. Section II, REQUESTPROCEDURES, provides
Membership with various procedures to follow when aski'hg

. for catalog Cards from OCLC. Sectidn III,TESCRIPTION OF
PRECODED PUNCH CARDS, contains a detailed explanation for
completing pi,ecnde'd punch cards..

ti

r ,

The,Ohio College Library Center will produce cards

weekly when each new MARC tape is received.

'"NSECTION I: DEFINING THE PACK 7

.- Purpose' Of the Catal g PrOfile Questionnaire

The Ohio College Library Center bias developed a Catalog
Production Syster4 Capable of handling the individual needs

. .of a*MenOuer library, which-is likely to have a number of
receivirig catalogs, such a public catalog; official catalog,

or shelf 'list within its s tem. To secure from the Membership

information about catalog ards to be trbduced for each
catalog, op...Chas devi-qd a Catalog Profile Questpmnaire.

A

. A separate Catalog P"ofile Questionnaire must be completed

for'each receivingicatalo since types of cards will 'vary

,-for each catalpg. Catalo cards produced for any one receiving

tatalog are called a pack' When a Member library hat more
,than one receiving catalop the entries produced for,all of
its ricelving cataloes.arp referred to as complete packs.

/

Types of Entries

ti

Catalog cards ising a pack can be nine different

types. They are:

Main Entry to be 4rranged*by Call Number (Shelf List).

'Main Entfy

Topical Subject Entry

Name as Stibject Entry .

.../Geographic Subject Entry

,Personal or Corporate Added Entry
,

Title Added Entry .

t
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Author-typerSeries AddedEntry;

Title-Type Series Added Entry
I.

Some libraries maintain special ,cat3.og files f r 1

books:having certain characteristics,suci as a provenance
catalog for books bearing-marks of previous ownership,
The Catalog Production System possesses, the capability. of
producing "extra cards-for,wuch specia files- Those
MeAbers,maintaining special cataldgs.should inquird of
OCLC fpr the procedure to employ for pequeSting an eiktra.

' card oir cards. .
.

4 .
. N- .

Completing the Catalog Profile Questionnaire ,,

.

A Catalog Profile Questionnaire should be filled out. I-
.

for eachacatalog - for each systematically arranged group .1 ,

of cards' listing contents of -a 4prar& 8r' collection.
-If a public catalog has been divided into two.systeMatic%
listings; one by author-and title. and the other by r.
subject, a questionnaire should be filled out for each.

Only collections that possess their own catalogs-
should be despribed on questionnaires. '-or example, a
reference collection recorded in a separat4-os4log sh,Quld
be eported on questionnaires: However, 4a reference
col ection listed only in a general catalog and designated.
by a stamp such as "Ref" over call. numbers should not haire'
a questionnaire. In this case, the stamp should be included
on the blue or yellow punch card.from which complete packs
will be produced.

There dre two parts to.the Catalog Profile lestiqnnaire:
The first part contains three questions,,theofirs of which
asks for the,name of the "holding library br collection".
The holding library is the library in which the book is to
be shelved, regardless Of where it is to be processed or the

I location of catalogs.into which cards are tp go.. For example,
ibbok'omay be shelved in a chemistry library, although
processed in the,central library, and represented by cards
in.a catalog in the chemistry library, and- in the public
catalog and shelf list of the central libi.ary. The second
question requests a Member library to designate the" receiving
catalog to which the questionnaire is. referring. The third °

question asks for the stamp to ,appear over call numbers on',
cardsin catalogs that are not located in the holdin&

'

S

4.
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The seconepart of the, form consists of-a table
whiip should abe completed according to,the character-
istics desired. for each of mine' hypes of entries-that .

may be included in a pack, The types of entries are '
found _in the left' ide of Figure 1. Across the top of
the table are five varia6ie,components assor ted with
types,of entries. ,They are.frtom left to right on-
Figure 1: Holidings]Information, Tracings, Subject .

Headings Position,/ Indention. of Hegdings at/Top of Cards,
'Capitalization df'Headings t.Top ,of Cards./ Theme
.components:,should bet defined for types- of entries- to be
in a pack.:, .

.
,Some libraries -recdrd holdings information on

'only shelf list cards or. main entries, while others list
holdings *n all cards.' Cheeks in the "Yes" and "No"
columns 'Under 'Information" will yield the

' formula that -each Member wishes to apply. If tracings
aredesiredatithe bottom of cards; check "Yes". no
tracings are needed, mark "No". Subject headihgs can be
positioned at either the top or the bottom of the cards.
..A check should go into' -one of the two positions desired.

The fourth variable contains' information concerning
indention of the heading. Thefirsi line of the heading' e
at the-top Of a card may begin at one of fOur placesf
left edge of the card,' first indentidn, second indention,
third indention. Mark the box indicating the preferred
indention for each type of added antty in a pack. Second
and third lines of a heading will always begin at third
indention.- The last variable refers to.capitalizatioc
used in headings at the top of cards; the Member can have

-1 heading either fn all capitals or in a .combination,of
initial capital and lower-case letters.

After receiving a completedyquestiolinaire from each
Member, OC.Le Will devise a unique, three-Symbol code for
'each holding.library or collectioh. ?These three-symbol
codes will' be used by the Member Whenever "Local Locatiort"
is requested on punch cards, A list of these three- symbol
codes will be sent to each Member library.

a.

A

4.*
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SECTION II: REQUEST PROCEDURES

V s

.Thissection of.the ManUal Contains directions 'for
.using \punCh cards to obtar7EiTalog cards 'from MARC

,

rrecords The Catalog Production System provides for
four basic call number scheme: namely, use of LC
cataloging d4ta plus LC call number, use of IC data with
.alteration of LC call numbers use of LC dat'avi'd Ttwey
c]ass number, and use of ,LC cataloging data with a local
cal]. number. Most libraries now employ two intermeshed
procedurs for cataloging? The primary procedure employs
LC cataloging data, and the secondary prdcedure utilizes
original cataloging when LC data is ncit'available.
The OCLC Catalog Production System will integrate-with
predtent primary procedures.

When to Request

In i library that obtains its LO,cataloging data .

from the NUC catalog, prpofslips, or depositorycarids
'procedures could be somewhat as follows. When a book
is received, the cataloger would che the verso of t
title page to see if the LC and number began Wtth a le

.

If it.did, he would write tha LC card on the
- appropriate OCLC punch card ( etails Nelow) and that

card would be sent to OCLC'eto produce the desired catalog
cards.

If the card number did not begin with a "7",
cataloger would search the book in files of LC_Dataloging
:data Such as the NUC catalog, proofslip file, or sdepositotv
card file. When he located an LC catalog record describing
the book and bearing a card number with trie.designation
"MARC", he would write the card number on the appropriate
punch Card to go to OCLC.

Books.riot bearing an LC card number with an initial
"7" or not having a catalog record with the MARC designation-
would be processed according to the-library's/present-
cataloging system. 7,

A library doing its cataloging" with'LC cata3og data
-and using,IC call numbers, but rot using tire NUC catalog,
,proofslipS, or,depository cards, would also request packs
of cards from OCLC at the time the book arrived. If packs
were to be requested earlier, some catalog cards would be
in the catalog before the book would be an the' shelf.

t.
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In th4 case of a library that does not'us.e'Librarq
of topir9ss=ccall numbers, it yould'be appropriate.to
request.a unlit card- from OCLC at the time the book

:was ordered, :previding that the LC card"number began
with a "7"1- If the LC card number does" not have-an
initial p7", the book would-be wocesged according"
to 'the "library's present cataloging procedures.

Permanent.Recorlis at 07.LCI

Information receiVeJ on punch cardsfrom Members'
will be stored in the" OCLC master file A record
'be kept PKDolding library of each 'book cataloged,
these records to include the additions or changes
reqdested by a Member. Therefore

1
;libraries need tc

report an addition or change.-to 0,CLC only since.
.

Four Requisition Procedures
.

As I- ioned above, there are four basic call
. number stems, each having different request procAlures.

As each .f these procedures is explained; certain options
will be discussed JThese opi?ions'permit each Vember
to alter the cataloging and c111 number to satisfy its
.own requirements.

On unit 6ards, as icted ip figure It LC call
numbers or Dewey class
22,position area on the bottom- q that is called the
"user's option area"..,..iiNlibrary- ay-insert information
in this- space on cards'Yn catalog packs. For-example,
an accession-numbgr could be *plat d in the user option

mbers are- located in a

r

1 .

;

For each set of.procedurei there igja- corresponding
flowchart (Figures 2, 3, 5, 6). Thesd.---flowchar-ts----re resent

the various options available' to a Member when request
qaIalog cardt in accordance with one of the four basic
procedure,s.

4-"- Users of.LC Call Number (Fig. 2)

--''rheseNMembers will request catalog card$R4A;.complet14
e blue punch card, which requests production of complete,

packs. There'are four options in making this type of request;

ti

4



Case, 1 . If there are no Modifications to be
made to ,descriptive cataloging ani no holdings to
t.ecord ikas a note, then the Member library would
send only ,the blue card. to OCLG. Holdings information
to be part of the, call number .should be written in

31- the box in the lower, right-hand corner of the blue-
card (Fig. 8): - =

7

If the
LC

do want ,to "make
to the LC data or to insert informa-
user is optio4 area, the librarian would
card with the blue card.

Case 3. When a Membe'r wishes. to record a
holdings statement as. a note instead of with the
call numper, the Member would fill, out the orange
card as pelr as the blue card. '

-Case Finally, there may be times when a
Member library -wants to make modifications and report
holdings as notes. When both .are desired, the .

an will complete the brown chrd and the orange
card as ell as the blue card. .

Use s of LC call numbers that employ the alternate
class mb r supplied by LC for.'llterature .can obtain
the ,altern to class number by filling out a greenccard
labeled "LITERATURE" (Fig. 110).
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Osers'of LC Class NUMber-(Fkg.-3)
;

Member libraries sing ,the LC class ntimi.)er but
not book number will asAC-for'catalog cards by.compl$ting
a green'punch,card'ant forwarding it to OCLC.: The
green card requests OCLC' to vend dard.(fU. 4)
to the Member. --The-greencard,labeled "LITERATURE"''
should be used to obtain the LC alternate -liter4tupv:.
`class numbe'r After a da11.Dutber has been ,constructed
,fdr trft book. the library may order complete packs;
doing st by filling out_theLyellow inch card with the.
desired call number, i.e. LC clhss.v.mber-plus lOcal
book "number. A Member librark requisitioning.homplete

,packs with the yellow card.has four altertlatives,

Case I. If there are no modifications and no
holdings as notes, the library will sen'd on19: the'
yellow Card to OCLC (Fig.12 and 13).

`,dase.2; If the library wishes to make modifications
to' the LC'.descriptive cataloging or to insert information
into the user's. option area, the -librarian Will employ
the broT/n card with the yellow card.

Case 3. If a Member 'wants to record_haldin4s ,

irr a nate, the librarian will use an orange punch card
with the yellow.punch, card.- _

Case 4. A library can 'send ioth. modihcations
and:ttOldAsigs-notes to OCIX at' the same time. Ih this
-case, thebroitm crd.plifs the.orange.card'would be
used in coniunction'witl-!. the yellow' card: . /

wJt
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Preconference Institute. on Library
, Automation; San r4nEiisce, 19671

Library automation: a dfate of the
ari'review- papers. Edited by Stephen/
R. Salmon,4thicago, American.Libnary
Association, 1969.

.

s

lx, 17,5 p: illus. 28_,04. 0
1. Libraries - Automati- f Con-

gresses. I. Salmon, Stephen4.,.

ed: II. AAerican Library Assd-ciation.
Information ience and Automation
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A
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'vi. 415 p. 23 cm.
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League of America. Author's Guild.

00 810:9/005

1,

Fig. 4. Unit Cards



" Ohiw_College'Library Center,
1314 Kinnear Road
Columbus, Ohio 43212
February,.1970

ly "ft

A

- t .

Dewey USers 5)_

1 Members of OCLC using the DeWey class number'
follow the same request procedures -as do libraires
employing the LC class number wit1 one exception.,
Dewey, users request a unit card by sending a.9dmpleted.
red'punch card' to OCLC. .

v.

. .

-. Toobtain.complete packs a Member will fill (Alt
jAke.44513.Ow punch card and` exercise one of _the following
options .

1 . . A.

Cate 1.- When there are -no modifications and no
-1

t-' .hold4.ngs,note to-be reported, 'the librarY will send
I. d only the-yelloW:card. , -

Case
wishes to
area, the
and ends

Case
should'

2. When a Membel. needs modifications or'
insert .information in the user's option
.librarian completes a brown punch card
it'tb OCLC. with the yellow- card.

3. To add a holdings note, an orange card
Ont-with:th4 yellow card.

tare.4,'.- Ilodifications tarsi tioldings notes can

be -produced_ by COmpleiing'a brown card and Orange-.
card, th to be sent to OCLC WIthacompeted.
yellow card',
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airs of Local Call NUmbers (Fig. 6)

Mepbers.,whcklutilize their own local call numbers
either for &special colleCtion or for the autire
collection may request catalog cards by filling out
the yellow cax'd with the call number. One of four
alternatives may be exercised.

Tase.2.
in the user's
should send a

Case 3.
would- send an

41.

The yellow card will be'used to obtain,.
a'localcall number plus holdings (Fig. 12).

;f a\modification or placement of data
option area is desired, the librarian
brown card with the yellow card.

4

To record a holdings note, the librarian
orange card with the yellow card.

Case 4. Modifications and holdings notes may
be reported. simultaneously by completing both the
-brown Card and the orange card, and sending them to
OCLC with the yell w car*
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ber.

a
catalog to which the questionnaire is.referrihg. Thd third .
question asks for the stamp to ,appear over call numbers on',
cardsin catalogs that are not boated in the holding libraiy:

411

." 4

V
4 %

- 16 -

Modifications and Xultiple Hollings PTotes

- ,

, or

The brown card and Orange card do 1-.10-t request catalog

cards from OCI,C. These two punch cards only re5est
OCLC to alter the.machine readable cataloging repcOrd --- )

for card production to be achieved by a blue or yllow
card_

,

.
'Becau-seApstances may,occur in which a library i \

wishe:,,tCprecord modifications _or holdings to the,.

machine readable record without -cards being produced; )
.

a ill ember may t;e'lld either the'broWn card car the ordne,,s,
#.w

card to'DCLC without a card requesting card production.
/

,

.

SECTION III. DESCRIPTION OF PRECODN. PUNCH CARDS
.

--_-- ,

\

Thissection of the Manual explains:the function e / .

of sevenprecoded punch cards used in'the-Catalog /

Production System. Each punch card has a unique /
function, and except for the green "LITERATURE" card, ./

each is a different color. A detailed-dxplanation of

the- proper method to Use in completing each punch Card.

isalso given. Figures 7 through l contain relproidtitions

of the push cards.' Indtial activation-will not be '
,

fullact,ivation. Therefore,, the Manual does not descrid.be

usage of some card boxes that will be utilized at i later

date.
1

MARC records corresponding'to card numbers on blue,\green, and red cards will be s ught in the MARC data '

base weekly'-for six weeks; and .f. not found, the original
request card will be returned to the Member. Since

libraries customarily arrange boos' awaiting processing by
main entry, the first significant word of the main entry
should be written in the box at the top, right-hand Old
efqach blue, green, and red.card submittpd. Thereby, i't

will be possible fdr a library to-eca,te readily a book
for which altARC record is absent ih-the data lease .

,

Blue Punch Card (Fig. 7) .

The blue card is. used to request comple pael-.s of

catalog cards' with the LC call number. To complete this
punch card, one should type or'print the LC card number
in the bog in the middle Of the blue card.

.'

A
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.anci usasig.a4.: calu numpers, DUI rot us,Lng the NW: catalog,
r..depository cards, Would also request packs

of cards.from OCLC at the time the book arrived. If packs
Were to be requested earlier, some catalog -cards would be
in the catalog before the book would be an the' shelf.

To list Multiple copies of a book ox volumes on a

catalog card directly below the call number, place the
desired information in the box at the, right -hang end

of -the_ blue card below the level of the box for card.

numbers. If a "stamp" is required above the call number,

put the stamp in the middle box at the right-hand,end

of the card. Figure 8 containstwoexamples.

The green card .should be used by a Member for
'requesting,a unit card; this catalog card carries the

-LC call number in the bottom line (Fig. 4). Memberb

should use the green card labeled "LITERATURE" (Fig. 101

to obtain a unit card bearing an ix alternate literature
41. class number.* By ecording the LC card number in the

box.Kfound in *he "ddle of the green card, as in Figure

and fOrwarding th card to OCLC, the Member will receive

a unit card.

Red Punch Card (Fig. 11).

Like the previous card, the red card is used to

request a unit card. However, the red card requests

a unit card bearing a Dewey class number. By plaping

the LC card number in the box in the middle of the

red card, as in Figure 111 the Member will receive,

the desired unit card.

Yellow Punch Card (Fig. 12).

This punch card permits each Memn request
complete packs of .catalog cards with its: local call

number. That is to say, if 'a particular Member library

.has its own classification system the Member can have

catalog cards made with its own number. If a

listing of holdings"x;rith the calnnber is desired when
requesting catalog production with the yellow card, the
Member should put the information in the larger box
directly below the local call number. Figdre 12 illustrates

this technique.



'T hesettliembers will request catalog carda444sompletYng
e blue punch card, which requests production of complete,

packs. There are four options in making this type of request.

a

20 -

au
S.

II

Usi Ws-GREEN. CARD to request

a SINGER main entry coed_

,/mBh LC call number

Type or print IC CARD NUMBER in this box

In wiry

11,

'1 0 16'0 13

55515661
111 S /111111414 soy oisSmanansinsts3313233manvxmenum4a4soonsrstus3sstiusisennusiussessomoyannnxiswn4711N

11110MMmUr
Fig. 9. Green Card.

4

A

Ust this GREEN CARD to reams

o SINGLE main entry cord

with IC col number

Ad*

itiliseistnnaamaannananamanynnannamanaannmuumenaanusinsimumwanOpum anunicAnnanananso

Fig. 10. Green "Literature" Card.
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4

Use this *Elk CARD to request

Type or print LC CARD NUMBER in this box

4

1 2 3 4 i I 11141in 1314138
A34/0rinnN23341721233031C13433343731113411414143444541414141-50113233343$145131311111134304354411/1111*1113113P41574 7/ /SAM

tInnisnlenn

Fig. 11. Red.Card.

Use the YELLOW CARD to request

comple<PACKS of catalog cords

with your own LOCAL ea number

G-4 3
o.
in

1

inmnionisrom

Aherne,
Coll No. Too

\40,13 3 434 11311111313413f4neli2121n22N25m211 0771e111233343134332424414:434344o4.4143413aSIC33343$3432383,0m42433433oilumnnnininnA757110

Fig. 12. Yellow Card.")

A
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The LC card 'number should be .placed in the box

to.the right and the local call number, exactly as

it is to appear on the catalog card, should be

placed, left-justified, in the larger box to the

left (Fig.. 12). Since each call-number-line will

accommodate up to eight characters, no more 'than_

eight characters including decimal points.and blank

spaces should be arranged on one lines.. If a listings

of holdings with the call number is desix"ed when

requesting catalog production with the yellow card,

the Member should put the information in_ tie larger -:

bOx directly lielow the focal call number. Figure 13

illustrates this technique. .

1711114nN

mimmoommie Type or print your
LOCAL CALL NUMBER in this box

typo or print LC CARO NUMBER in this box

1124sotogationmesumemitnntssmstasmmlinumsnuisonvouqoautopvsmuss*usassumunismapssomitnn4nmitremL

Fig. 13, Yellow Cards Multiple Copies.
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Brown Punch Card (Fig..14).

A -Member library requests modifications to LC

descriptive cataloging or insertion of information

into the user'soption area' on the bottom line of

a catalog card, using a'brown'punch card; In the *

upper-right cornet of the card is a box within" which

the LC card number should be typed or printed, as

in Figure 14. Immediately below the LC card nuftiter

there is a longer box for the 'modific'ation. The

change to the descriptive cataloging shoUld'be typed

or printed in this box exactly as it-is to appear

on the catalog cards. Only one line of text to be

on a catalog card should be placed in the modification

box of any brown card. If the modification requires

more than one line to complete, then two, three, or

more additional brown aa'rds should be used. Similarly,

if there are a number of different.podifications. for

one book,..tben each modification should be reported

on a separate brown card.

Directly beneath the, monification 4ox is a box

labeled"Tagu: The tag is a three-digit number used

so designate the catalog element to be modified

(See Subscriber's Guide to the MARC Distribution
Service, pp. 41-67). This tag number can be selected-

from °Table 1.

es
brown cord

ei =.a
4 11 It r, NM 24 nen 23:4 rp 24411110.41 astmativanaeousi.matauasolisztsastmos;atytioamotiounton it oven's n 11171110

the this BROWN CARD to modify

cataloging of a "card" t=hat is already in

the OCT C catalog
4

Type NdIRER in Ars box

77-27131
1 al

Type or print MODIFICATION in this boil tn(oort on

Author's apn otatect copy

Tog L5:10[01

Solrfield, Coda

Gig
*

Add EX ;

Delete D

Replace D

Fig. 14. Brown Card.

--etek

L

1
1
1
1

2

2

2

T:

2

2
2

CI

3
3

4,

5
5
5
5
5
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tit in thot box

tocol
tocot on

Add

Delete

Replace

nmismn 1$7110

I

I . °C. L.C.: 1",.,

Zig. 3. 'Library Using,LC Crass Number.

Main Entry '

1 0 0 Personal Name
1 1 0 Corporate Name
1 1 1 Con,fepence or Meeting
1 3 0 'Uniform Title Heading

Supplied Titles
2 4 0 Uniform Title
2 4 1-Romanized'Title
2-4 2 Translated Title-

Title Paragraph
2 4 5 Title
2 5 0 Edition Statement'
2 6'0 Imprint

- Collation
`b 0 C6Ilatibn

3 5 0 Bibliographic Price
3 6 0 Converted Price.

- -2 4 *-

Series Notes
4- 0 0,Personal Name - Title (Traced

Same) -
..-4 1 0 Corporate Name Title (Traced

'Same)

4 1 Conference -Title (Traced Same)

4 4 0' Title (Trace Same)
4. 9 0 Series Unt ''aced or.Traced

Differently

Bibliographic Notes
5 0 0 General Notes
5 0 1 "Eoun4 With" Note
5 0 2 Dissertation Note '

5 0 3 Biblliographic History.. Note
5 0 14.BibYiography Note
5 6,5 Coqtents Note (Formatted)
5 0 6 "Limited Use" Note-
5.2 0 Abstract or Annotation

V

4

t.

Subject Added Entries
6 ti a Personal Name
6 1 0:Corporate Name,(excluding

political jurisdiction alone)
6 1 1 Conference or Meeting
6 3 0 Uniform Title Heading

LC Sub'ect Headings
6 5 0 Topical
6 5 1 Geographic Names
6 5 2 Political Jurisdieti

Or.with Subject Su
s Alone

visions

Other Sub.ect' eadinps
6 6 0 .ELM u Sect H==dings MESH)
.6 7 0 NAL Stkblect He dings
6 9 0 Local' 'Subject Heading Systems

Other Added Entries
715717Jg)nalne
7 1 0 Corporate Name
7 1 1 Conference or Meeting.
7 3 0,Upiform Title Heading
7 4 0 Title Traced Differently
7 5 0 Name Not Capable of Authorship

Series Added E4ries
8 0 0.Personal Name-Title
8 1 0 Corporate Name-Title
8 1- 1 Conference or Meeting-Title
A 4 0 Title

-12C4L7PalLI
S-S.1-5-41Seris option area

4.
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For example,sthe modification given in figure 14.
identifies the book as the author's annotated copy,
which is a general note and bears the tag "500".,
In the lower-right.eorner of the brown card are

labeled "Add","Delete", and
y, only one of the three boxes
However, the,only-modification

ng that can be made at.initiation of
ro4uction System is "Add".

three separwte boxe
"Replace". 'Norm
would be check
to LC catalo
the Catalog

Finally, there is a short phrase found in thg
lower-middle section of the brown card that reads,
"Brown card no. of ". The Member -

library will .complete.this statement according to
the number of brown cards used and in the order these
cards are to be processed. For example, if four
brown cards were necessary to modify the cataloging,
the -phrases on the punch cards would be completed
as follows:

Iron card no. 1 of II" --- First Card .

"Brown card no. 2 of 4" --

"Brown card no. 3 of 4" --
, '4 -

r
"Brown card no. 4 of 4" --

11-

-,Second Card

- Third Card

- Fourth Card

The fourl)rown cards would:then be ,processed by OCLC in

the numerical Order chtsignated by the Member.

Orange Punch Card (Fig.115).

The function of the orange card is similar to that
of the brown, card; the orange card' enables &library to
record holdings as a note in the OCLC master file.
The LC card number should be placed in.-the box found in

the upper -- right `corner -of the orange card. The holdings
statementL, exactly as it is to appear in the note on
the catalog cards, should be typed or printed in the
longer box in the middle of the punch card: Holdings
should be listed positively in the form "Library has
vl 2cop;v2; v4 2eop".,

.
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The orange card has a brief statement in the
lower-right corner which-reads, "Orange card no.
of ". Because only one line may be. typed in
the holdings box, and because only one holdings state-
ment may be placed on a:single orange card, more than
one'orange card may be needed to;catalog a- book
satisfactorily. If for example there were four
different holdings statements for a book, then it
would be necessary to use foui, orange cards.. *The first
of the four cards would be completed like that in
Figure 15 "Orange card no. 1 of 4". The remaining
thre punch cards would be completed as follows according
to e desired order of processing:

"Orange card no. 2f of --- Second Card

"Orange card no. 3 of 4" Third Card

-,--"Orange card no. c4 of 4"'--- Fourth Card
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MANUAL FOR OCLC CATALOG Cr-1RD PRODUCTION,

A

INTRODUCTION

I. Background of OCLC

Ohio's academic libraries have been interesGed in
co-operative enterprises since-the early fifties. The
period leading to the formation of the Ohio College-
Library Center began in late 1962 when Wyman Parker,
Librarian of Wesleyan College in Middletown,.Connentirnt,
was appointed by the Ohio Colrege Association to rJudv
and report on the practicality of an,extensive program
of inter-academic library.c peration. The Parker report,
entitled. The Possibility of Extensive Academic Library
Cooperation in Ohio: a Su vey; was issued in April, 1963

after being presentbd to 'h Executive Board of the Ohio
Col.lege Assbciation an March 28, 1963. The main recom-
mgfidations bf the report wer he establishment of a
Bibliographical Center to facilitate inter-library lend-
ing among Ohio' libraries and' cooperative purchase of

microprint by the Center.

For the next three years the Committee of Librarians.

of the Ohio College Association was particularly concerned
with implementing some of the Parker recommendations. The
principal project developed was for- a union catalog of

holdings of Ohio college libraries. Three corpovat-ions
(later four) were asked to submit proposals for the -pro-
ject and the Committee g'ave serious considera ion to two
of them. one for the construction of a unio catalog
using microform technologj and the other us a central
computer store. -Since the Committee member could not
unanimously decide in favor of one or the other of the
proposals, the Committee decided on July , 1965 that
the alternative proposals for c Library Center and auto-
mated/union catalog should be critically examined by a
team of library consultants with extenSiVt e2perience in
data processing. Dr. Ralph Parker, Director of Libraries,
University of Missouri, and Mr: Frederick G. Kilgour,
Associate Librarian for Research and Development,' Y.de
University were invited to serve as consultants and

agreed.
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In their report, which was endorsed.by the Committee

.of i.bi'arians at its meeting of March 11, 1966, the con-

": sultants rejected' lt4oth proposals and proposed their own.
They'did this on the grounds that the commercial proposals
were*"concerned only with mechanizing presents library pro-.

cedures and that such an approach could not be justified
at a time when it was possible to organize a regional

group *of one total information system using

computPr:; -And their associated equipment. Moreover, they

felt that the classital union catalog has been an expensive
and relatively inefficient tool for'facilitating the
flow of bil,lignaphic information im a lit?rary.network.
TheYilwrf.,r0 ,:ocregfed establishment of a cooperative
computeried regional network inwhich most, if not all,
ghio oolleu libraries would participate. Such, a central

jcomputt:rizednett4orkwould_have many fupctionsYof which
union catalog would be .one. The first got of such a

[system was to be the establisbMent,of 'an effective
'shared cataloging program based op a,central computer
(store .containing a catalog of'the current holdings of

Ohio college libraries. As a by-product, the central -

'store would supply union catalog infoimatilon on these'

current holdings. The heart gf Such a system was to be
an Ohio College Library Center (OCLC) to plan, design,
activate, and operate the Ohio academic libraries regional
information system.

OCLC was incorporated as a non-profit corporation
on July 6, 1967. Its purposes, as stated in the Articles
of Incorpbratiop are: .

"to establish, maintain and operate a computerized
regional library center to serve the academic
libraries of Ohio. (both state and private) and
designed to as to become -a part of any nation'
electronic network 'for bibliographical communi ca-
tion; to develop, maintain and operate a shared
cataloging program based upon a central computer
store; to create,, maintain., and operate .a
computerized central catalog (inventory) of books
and journals in the Participating libraries 'and
to du ::ucH yo..c.ipt-h and development related to
tire nrcessary to accomplish and
to ex t' concopt",

in short, to irjort,pe a.nd make more 'efficient use of the c

bibliographical resources 9f the state's academic libraries.

After consideration of some eleven candidates for the
position of Director, lte..Fr'ederick G. Kilgour, one of

. the consultant-, was appointed to this post and he began
work in September, 1967.'

I
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J.7.-..,-r. -ile. Director presented a program
of (IL _:n :LL::&CrJ at their first annual
me-.,t L:. Alli tll, -7o-ram was adopted by the Board of
Tru,..,_-, ,_,,: c':_;'.' T, proram had five major components:
1) .:n,.t.i (.--.t_ii,,:in:::, ;) bibliograplaic information retrieval,
3) cIrcuLat:-1, c.Jrit.rol, 4) serials,control, and 5) a
technical processing system.

I ,

II. Put-uses of shared catalo-in: s stem

The .,fared cataloging sub-system, based on a contnil
computerized catalog, is '.:he first component to,be
implemented. It speeds catalogin,; and reduces catdlogip,;
costs in Member libraries 1) by taking advantage of eatalng-
ing performed elsewhere and tnerefOre minimizing duplic-lie
effort, and 2) by employment: of ldbor-saving machines. c

'It has thre e main objects: 1) production of catalog
cards, 2) performance as a uni catalog, and 3) facilita-
ticn of inter-library loans. The catalog card production
segment is.now operational in an off-line mode. When it
goes on-line in Summer, 1971, it will offer, at no extra
cost to Member-libraries, a central union catalog through
which they can rapidly. identify the location of materials
in the data base in all other Member libraries. Once'

locations have been determined, the sliared-cataloging sub-
system will also be used to facilitate inter-library loans
by rapidly transmitting .-,equtsts fog 'materials from one-
institution to another via on-line eathoderay'tube (CRT)
terminals.

III. Data base used. Creation of master file
-r

Creation of a master file of catalog records is basic to
operation of the shared-cataloging system. This master file
is'needed for produc,tion of catalog cards and other outputs
that will follow, such as accession-lists, spine labels,
book cards and book pockets, etc., as well as for the union

catalog activity.

"The principle on- which the card production syst6m t!,

based is the conversion of a Member library's durrent odta-
logift into machine-readable fore. This prooess Jeeom-,
plished by adding 63,11 number .and Member librarY holdings../
information to an existing machine-readable record. OCLC
computerprograms then produce catalog cards from the master
record for the' Member library.

The computer programs, presently operating off-line,
produce catalog cards from Library of Congress MARC II

44(
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recepds.t4hich constitute the ocu master file. At present
MARC TIscovers English language monographs cataloged by LC
slnce the beginning of 1969. All 1969-cards and cards in
the "7" series are available. Some books with LC card
numbers beginning with "68" or less are in the MARC II file
because LC is cataloging bOoks whose LC card numbers were
assigned tokthe books prior to publication. LC has begun
pork on Protect FECOM whose purpose is to convert retro-

, Ispective cataloging data to ,machine- readable _form. By

August, 1971, it hopes to complete the conversion of cards
for'English language Monographs cataloged in 1968. The
RECON Troject will also contain a 5,000 title sample of

older English language monoi-raphs and foregin language mate-

411& rial in the Roman alphabet. Therefore, during the first
year of OCLC's on-line operation there will be an average
of four years of MARC data availab,.e to Members, 1968-1971.
Data on hand indicates that a very high percentage of the
acquisitions of Member libraries is published in the pre-
viqus four years.

When the on-line system becomes operational in Summer,
1971, the data base will be enlarged to contain cataloging
information 'contributed by Member libraries: In the on-line
,system a Member library that is unable to find a cataloging
record for a particular title in,the data base will do the
original cataloging. This data will then be Avaiiable to
other Members which wish, to catalog. the salve title. In
addition; several Members are working on the conversion of
their retrospective holdings, and these records will also
be added to the data base.-

IV. Definitions of terms

Since *a nUfiber OT specialized terms are used throughout
this manual, definitions -'of the most commonly used terms are
given here in the Introduction for ease of reference.

Added Entry: A secondary non-subject entryr 1...sed for joint
authors,,editors, 'titles; series, etc.

t

Dropped headinc:: A heading placed at the bottom of a catalog
eard.-to speeity the guide card behind' which that particular
catalog card s to be filed.

Intry: A record of a bibliographical entity a catalog .or

ist; any approach through which a work can be located in a

catalog.

Heading: The name, word, or phrase placed on a catalog record
to provide a point of access to .that record in the catalog.

g-
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Holdi-4 -11-rarv: The library in which a book is to be shelved,
rf-jan!L.:!fl.: of where it is processed or the location of catalogs
into which cards for that book are to be filed. By extension,
a holding, library can; be any logical collection which requires j
some sort of special treatment, e.g., fiction, religious
mater,ial, etc.

The yolumcs, paA,,,(5r copies of a work in the
poes;lon of a library; the statement describing such volumes,
parts, or copies. Partial holdings are incomplete subsets of
what is described in-the catalog record. Multiple holdings
are complete sets, even if in only one copy, of what
scribed in the catalog record.. Both types are determi nod on
the Holding library level. Thus, if a Member library contains
one complete copy of ,a multi-volume work with the volumes dis-
tributed among two or more Holding libraries, each Holding
library has partial holdings. If one Holding library has all
the-vol uMes that the Member' possesses of a multi-volume work,
but such volumes are only a part,of the set described in the
'catalog record, th' is another example of partial holdings.
Open-entry re s are treated as partial holdings.

-e

Indention: The posilOn the first character in a line in
relation to the left ledg of a card. OCLC produced cards use
four indentions:

1. Left edge of card: This indention may be used
lor.all or some lines of headings.

2. First indention: The card column where the first
line of the main entry begins. First indention
is also used for. the second and subsequent lines
of the title paragraph, collation, notes, and
tracings paragraph; it may also be used for all
or some .lines of a heading. The exact location
of first indention is determined by each Member
library.

3. Second indention: The card column used for the
first line of the title paragraph, and of the
collation, notes, and tracings paragraphs. When .

the maiirentry is a title, the second and raw-
ceeding lines of the title paragraph begin at,
second indention. "Second indention may also he
used for all or some lines of a heading. The
exact location of second indention is determined
by each Member library.

4. Third indention: The card column used for the
second and. subsequent lines of name main entries.
Third indention may also be used for all or'some

=
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lines of a heading., The'exact location of third
indention is determined by each Member library.

Loca on: ,The place where a work is shelved. This place can
be, he name of a Holding library or of a special collection

thin such a library. The contents of such a collection can
e determined by use, e.g., Ref., by size, e.g., Quarto shelf;

etc..

Main entry: The principal entry used,, usually an author
entry.'

Pack: A group of finished cards arranged in filing order that
is destined for a specific receiving catalog. Shelf-list packL,
are arranged in call number order while packs for other receiv
ing catalogs are in alphabetical order: The alphabetical sort
is on the first fifty-five characters of the first field and
the= first .thirty characters of the -second field, including
blanks but not punctuation. When the first field is a main
entry, the title is the second field. When the first field is
a subject or added entry heading, the main entry is the second
field. Nembers will soon be given the optiori-of having this
sub-sort be done on the title rather than on the main entry.
Most common abbreviatiOns, such as Dr. (Doctor), sir. (Mister),
and & (and') are filed as if spelled out. The sort field will
contain the expanded form of words although they will be
printed in their abbreviated form.

At present the sort key is unable to distinguish between
names,as authors and names as subjects so that a card with a
name as main or added entry will,no-,4 necessarily come before
a card with that same name as subject.

Production of catalog cards: The creation of finished cards
for a specific receiving catalog in a-speCific holding library
from a generalized record, as opposed to reproduction which is
the making of duplicate copies of only the basic unit card, via
a copying or printing process. In OCECIs production system,
cards are produced`in packs conforming to the individual re-
quirements$ of each respective Member and its various receiving
catalogs.

-Receivihg vatalog: A systematically arranged group of card;
such a'S a sht'll list or dictionary catalog, listing the con-
tents of a libavy or collection, If public catalog haL,
been divided into two systematic listings, e.g., one by author
and title and the other by subject, it.is considered to be
two receiving catalogs. The existence of a separate filing
sequence is what determines the existence of a receiving
catalog; not physical location. Two sequences filed in the
same drawer would be considered two receiving catalogs.
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-n., ]ary entry made to provide access to--
-

describing the concepts with which it

Trii17-: A rc-!-)rd of all subject and added entry headings
unAt-?i wrtich a-work is represented in a ca,:alog.

; : 1-;cd l,v-OCLC, this is a proggdure that accu-
a 2;roir'of records, submits them to a compute =r as a

batch to be processed as a single job, and later also gets
the output as a batch. There is no interaction between the
computer and the individual user.

On-line: A method of 'computer opertion in which each rocord
presented Aipectly by the individual user to the computcr
and immediately' processed. This mode of operation permits
immediate inter-active communication between the -computer
and the user.

V. Procedures to be followed in case of error

It sometimes happens that incorct catalog cards are
received by Member libraries. If thiAoccurrence happens
because a wrong LC card number was obtained from'the book
or from some other standard sourceSuch'as NUC, proof slips,
ABPR, etc. (this happens with less than one percent of MARC
Recordi), the Member should return the incorrect cards to
OCLC f5r credit.' Since the Library of Congress,does not,.
at this time, include references from .incorrect card numbers
to correct ones on the MP ;RC tapes, Members will be unable to
get catalog cards from OCLC until they have learned from some
source what the true number is. Once they have done so,
another colored pre-pUnc4ed card with the correct card number
should be submitted. Pak II of this manual contains the
procedures to. be followed in requesting cards.

- If' a-Member suspects that an error resulted from some
actionof OCLC, it should notify the Center so that the source
of the error can be corrected. The cards in question a
Xeroxed copy of them should be returned'to the Center along
with the notification and any other relevant material :,uch
a facsimile of the title-pag- of the work concerned. Tht

embOr should then re-submit its request on new colored pre-
punched cards to receive correct cards. Erroneous cards must
1.t! returned to OCLC if .the Member `wishes to receive credit
for them.

1/4
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VI. Bibliozraphical history of this manual

This manual revises and expands the information in two
previous manual:3 issued by the Ohio College Library Center,
the Preliminar-De,-,tription of Catalog Cards Produce0 from
MARC II Data, 1.;:mud in September 1969, and the Instruction
Manual for Catalog Production, issued in February 1970. The
mdnual call:, upon material in various memoranda isflued
by the Center.
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Part T of this manual is a detailed description of the
catalog cardi, produced. While subject to continuing reviliion
to better satisIv user needs, it describes the output that
will be available .from the on-line system which will be im-
plemented in Summer, 1971 as well as from the present off-
line system. Part II, which describes the procedures for
requesting catalog cards, is applicable to the off-line
system only.
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Part I. CATALOG CARD PRODUCTION: OUTPUT OF SYSTEM

A. Physical (le.,cri,Dtion of cards

. The catalog cards used byOCLC are standard 75 mm-by-125

mm size aa4 are on Permalife card stock. An acid free card
stock, Pf-rmalifP has a life expectancy of more than 300 years

and confopaw. t thv USA Standard for Permanent and Durable
Catalog rardR ,(7,85.1-1969). The cards are medium-weight and.
cream white in coloi.

.

Catalog ,arcs may be considered a matrix in which lines, .

who-they printed or'.hlarik, are rows, and the number of character
positions avkilable on each line constitutes columns. OCLC
cards contayn 17 rows and 48 columns: The print characters
that fit unithis matrix are pica.size (10 characters per inch).

Since catalog cards are 4.92 pinches wide, this allows for 49

columns, of which. 48 are utiiize0.

Plans'are being made to use characters of a Smallei point
size. This will allow up to 23 rows or lines to fit.on a card,

thus necessitating fewer extension cards, Line length will
not be affected by this change so card lines will continue to
contain 48' characters.

The print train used to print catalog cards was created
by the University of Chicago and modified by OCLC. It con-
tains upper- and lower-case Roman letters, Arabic numerals
(including a set of superscript numerals), and the diacriticals,
punctuation marks, and other special characters shown in

Figure 1.

OCLC uses a mylar ribbon on the printe. Mylar is a thin
plastic film with ink on the back; it gives a sharper, better-

,
z s

defined impresgien than to fabric ribbons such as those used i

in typewriters.
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Name

TIIACRITICALS

Graphic

Accent acute
Accent grave
Bolle "o", or Angstrom

. Breve
Cedilla
CircUmflex-
Hacek
Macron
Tilde
Umlaut, or Dieresis.

PUNCTUATION

.Apostrophe, Prithe, or
Single quote

Colon
Comma
Exclamation point
Periodi or Point
Question mark
Quotation marks
Semi-colon

A

e

SUPERSCRIPT CHARACTERS-

Asterisk
Minus .

Parenthesis, Left
Parenthesis, Right
Plus
Virgule; or Slash

S*°

4.

a

-10-

Name Graphic.

SPECIAL SYMBOLS

Ampersand S

Asterisk *

Brace, Left .- t .

Brace, Right
Bracket, Left [ ,

Bracket, Right l

Cent sign t

Commercial "at" sign @

Daggar t

Degree symbol
Divide by sign
Dollar sign
Equal sign
Greater. than sign
Greater than or equal sign
Large middle dot .

Less than sign
Less than.or equal sign 4
Lozenge o

Minus, or Hyphen, or Dash -

Multiply by sign x
fl Not sign ,

Not equal sign .
0

Overstrike slash e
Parenthesis, Left (

Parenthesis, Right )

Per cent sign %

Plus +

Plus or minus
+

Pound sign H
lit .

Script ,t A

Undqrscore
Vertilcal line i
Virgule, or Slash /

figure 1. Diacriticals, punctuation, and other special !:;ymbols

available on OCLC print train
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B. Description-of card format

1. Types of'entries

This 1-ection describes the format characteristics of
the data elements which appear ?II catalog cards, both those
which are fixed and those whose 'appearance the Membert.ibrary
controls.

There arc nine basic types of entries that can be
included in picks of catalog cards. They are:

Main entries arranged by call number (Shell-list.

Main entries

Topical subject entries

Personal and corporate name subject. entries

Geographic subject entries

Personal and corporate name added entries

Title added entries

Author-type series added entries

Title -type series added entries

These basic types of entries can be further divided to
the point where each variable field in the MARC format caa
be considered and treated as a different type of entry.
(See-Figure 9) Thus, under the general designation: Main
entries, the following types can be differentiated? Personal
name main entries (Field 100), Corporate name main- 'entries
(Field 110), Conference or meeting name main entries (Field
111), and Uniform title main entries (Field 130) Similiar
distinctions can be made under each of the other basic types
of entries, except for the shelf-list.

One or more types of entries may be included. in n pack
destined for a specific receiving catalog. Obviow:lv, however,
shelf -;list entries can never be included in the t-3;tm pack as

'the othern. Each Member library decides on tht format options
desired for each type of entry card in each receiving; catalog.
See _Part Ii for instructions on how to specify options desired.
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L Op.tionS

I

a. Difference between manual and computer-based Systems

The catalog card production system of OCLC is an open-
ended one. Options are available that not only permit each
Member library to choose the position and format of most data
elements on a catalog card but also enable it to choose differ-
ent,options for each different. type of entry in each individual
receiving catalog.

This flexibility, characteristic of computer-based systems,
is an important difference between such systems and traditional
manual systems where each additional option requires a greater
expenditure of processing time and therefore increases costs.
This.time differential has two causes. One cause is the sheer
magnitude of computer speeds as compared to human speeds; the
other is that in manual systems alteration of bibliographic
data produced by a central source must be done on a title-by-
title basis.

In computer-based systems, however, variations in the
format and placement of the bibliographic data elements can
be programmed for particular data elements on all or-Certain
selected types of entries for:.all or certain selected receiving
catalogs.

This is not to-say that permitting options does not
increase costs in computer -based systems. The bringing into
existence of a decision point does increase costs. This in-
crease is a .Ine-time cost associated, with programming. In-
cxeas, in production cost due to the existence of a decision
point is.insignilicant, Once a decision point has been set
up, howeper, the number of ,optional variations available
there for users to choose among does not increase cost of card

production. jt

Since variations in manual systems are'done on a title-
by-title basis, manual systems, in order to cut processing
costs, tend to promote uniformity and make a virtue of this
necessity by confusing uniformity with standardization. Standardization,

however, is something different. Standards are
documents which set down conditions which are to be fulfilled;
they are rules or tests by which something can be measured or
judged. The LC Rules for Descriptive Cataloging acts as a
standard defining the order in which data elements on a catalog

card should be given. The spacing between the various elements,
loweKer, is a matter for individual choice. The Subject
Headings Used in the Dictionary Catalogs of the Library of
Congress acts as a standard by specifying the choice and order'

of words used to express particular concepts..
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The OCLC computer-based-systm complies with all existing
relevant standards uch as the ASCII code for information ex-g
change, the ANSI standard for a format for bibliographical in-
formation on magnetic tape of which the MARC II communications
format is one implementation, the standard for permanent and
durable card stock, a standard library character set, a stand-
ard print train character set, and' standardized Unit cards. It
does not require uniformity of output. Thus, the order of in-
formation on a catalog card is fixed; heading, main entry,\
title, ,with -,r .tatement, edition statement, imprint, collation,
series statement, notes, and tracings. The indention of.these
various elements; the spacing between them; the question of
whether mibject headingsare to be all in upper' case: or in a
combinati,,u 44- upper and lower case letters; the ftwmat LEI

call, numbers and their placement on the cards are among tho
decisions that individual libraries are free to decide for
'themselves even in manual systems as long'as they produce
their own cards. OCLC does not permit free choice among all,
possiblechoiceas.e.4., the print train used is fixed and red
headings are not availble, but it does permit free choice at
almost ,every point where variation is possible. Options for
card production alrdady in the system make it'pc;sible to
produce cards for a single title n abOut thirty-four hundred
usable combinations of elements: three possible formats for
LC class numbers,,twenty-four options for relative position
of different parts of call numbers, four for indentions, two
for capitalizations, three for uniform titles, and two for
tracings.':

.....

b. Summary of options available
2,--

Member libraries have available to them the opportun'ty
of specifying almost-everything they want on *catalog cards.
They e net even limited to one pattern of institutional
6ptioS.but may vary the pattern used from receiving Catalog
to rece ling catalog and from one type of entry to another
within a particular receiving catalog.

New options are constantly being addec, to the system.
Members are free, at any time, to suggest options which they
would like to see implemented.

A uummay Of available options follows. Most .114 dt,
scribed in greater detail in the discussion of evariouu eiata
.elements given below. ' .

The position of call number on cataleg cards is fixed
but various formats are permitted. The form and position of
location symbols, holdings information, and oversize symbols
is subject to Member library detision.

I
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Libraries are free to choose either cop-of-card or bottom-
of-card placement for subject headings. If top-of-card placement
is chosen, libraries have a choice between having them all in
upper-case letters or in a combination of capitals and lower-.
case letters. For dropped headings, a Member library may choose
among several methoas for indicating how the- entry element for
that card is to be indicAed.

There dre;four_-pbssible indentions: at left ,edge of card,
first indention, second indention, and third indention. Libraries
have 'a choice a:, to which indention a particular type of sut)-
ject or' added entry heading. is to appear dt. This choice
indention appli to all lines of a heading.. Different onoioor:
can be made tor the tirst(line and 'for all succeeding lines oi
a heading. In the past the second and succeeding lines had to
begin at the third indention andthis will remain the default
position. Each Member is free to specify where it wishes each
indention to begin, with the 10t111, 12th, and 14th chara(_ r
positions being the default locations.

.

Libraries have three choices as regards uiiform titles:
to accept all provided on the M4RC record, to ac.:,ont only
those used by the Iibi.,ary of Congress, or to accek none at
all.

As to tracings Members are free to decide which car s
are-to bear tracings. The decision can be made differentl
for each type of entry in each receiving catalog. Libraries
using dropped subject headings limited, however, by their
choice as to the type of entry element indicator which is to
appear.on their subject added entry cards.

Libraries have a choice as to how long they wish OCLC
to hold their request cards for runs against' new MARC tapes.
The cycling period can be from one to thirty-six weeks. At
the end of a Member's chosen cycling period, all request cards
which had not been matched with a .1PiRC record are returcied-to
the Member library.

A Member may, if it wishes, resubmit a request for a
particular tithe. If a request is resubmitted, it should be
done on a now roquost ci-rd as the old request car() will 'law-
been punched wrth a code for end-of-cycle week which wouid nr
longer be valid.

some Members prefer to use the unit cards received
throv 1- submittal of green or red request cards as main entry
or st,1"f list cards. -uch use is possible but must be spec-
ifie, as an option for the receiving catalog involved, e.g.,
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author-title public catalog or shelf-list. The Member library
willthen have the responsibility of adding the call number in -

call number position on the unit card.

3. Call numbers
tr

'Class, numbers fit into a few basic Patterns.:(Dewey: three
numeral:; witHh may be followed by a decimal point and another
,string of nnmbors of varying length; LC: one to throe alpha-*
betic characters followed by from one to four numeric oharacters
which in turn is followed by a point and additional numborh
and/or ono or two blocks of alphabetic characters followod by
numeralrl) Book numbers, on the other hand, are aln t

pletely uncontrolled in the number and variety of chara,,t,r
strings they may contain, e.g., one or 'more blocks .com,iting
of. uuer-case alphabetic characters followed by numeric:;;
lower-case alphabetic characters dates; docuAnt or volume
numbers; and internal punctuation marks such as points, colons,
,virgules, and blank spaces. (See Figure 2 for examples) It
is therefore difficult to devise standard'fOrmats. which can be
applied to all call mmber6. The-variations depend on the
number and type of character strings appearing in the book
number; Examples of possible formats are given _in Figure 2.

1
. .

A limitation that must be observed in formatting' /call
'numbers is that no line of the call number can conta more
than eight (8) characters, including spacer. The le t edge of
the call number is against the left edge of the cat log card.
Since die first indention usually be ins in the tenth character
position, this limitation allows at least one blank column to
occur between thecall number and the taih body of text 01 the,
card. There is at least one blank line. above and below each
call number. Additional call numbert appear in the left margin
of the card next .to that data element to which-they refer,--e.g.,
series statement, dashed-on entry, etc., except that at least
one blank line must occur between the diffprent call numbers.
If an extension card contains information relating to this data
element only, only the additional call number appears on the
extension card.

Member libraries using LC call numbers may choose from
among throe baic formats for the class number part 01 tr,
call numb or. An example of each format is Oven in I iOro 2.
In the fir:-,t, the alphabetic And numeric segments of (.1.1f:f;
numbei4s are placedon separate lines. ID the second, they

:--are placed on the same line with a blank space insurted between
the twO segments. The third format is the same as.the second
except,that there is no blank space separating the alphabetic,
characters from the numeric ones. A variation of each format-
puts each decimal point and its following numerals on a line
of its o klkx

it

b.

A.
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Basic formats for class numbers

ML ML ML 156.2 ML 156 ML156.2 ML156

156.2 156 .2 .2

.2

-Sample call numbers based on above class number formats

DR DR DR DR

340.3 340.3 340 340

.N4 .N4A313 .3 .3

A313 1969 .N4 .N4A313

1969 A313 1969
1969

DR 340.3 DR 340.3 DR 340 DR 340

.N4 , .N4A313 .3 .3 .

A313 1969 .N4 .N4A313.

1969 A313 1969
/969

DR340.3 DR340.3 DR340 DR340
.N4 .N4A313 .3 .3

A31'9' 1$69 .N4 41W .N4A313

1969 A313 1969
1969

Dewey Classification numbers

3u1.45 301 301 301

.45196 .45196
45196074 07471

III: Superintendent of Documents Classification numbers

LC LC 2 Pr Pr 36

2.2: .2 36.8: .8

IN25 :In25 Url /1/ :Url

R31/8 /2
./R31
/8

Figure 2. Examples of call number formats
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If a library using Dewey class numbers puts a class number
with more than eight characters on one life, e.g., 954.0350924,
the computer will break it up so that the numbers preceding the
decimal point appear on one line and the decimal point and the
numbers which follow it appear on the next line up to a maximum
of eight characters. If the decimal point and following numbers
consist of more then eight characters, several alternatives
are available. The decimal point can appear alone on the second
line and eight nurn'ric characters on the third line, or the
decimal point and iirst seven numerals can appear on the second
line and the remaining numerals on the third line.

Libraries accepting LC call numbers as given by LC may
decide how they wish the most frequently occurring types of
character strings in the book numbrer to be formatted. One
alterpattiye is to have each successive block of alphabetic
plus numeric characters he on its own line, while another- is
to have two suchblocks on the same line.

Libraries creating their own call numbers, including
libraries which accept'Dewey or LC class numbers and add their
own book numbers as well as those which create complete call
numbers formo.t each individual call number on a yellow request
card when they request catalog cards for that particular title.
(See Part II) Careimust be taken, however, to see that no line
of the call number includes more than eight charaicters, includ-
ing-spaces. Length/of call number is related to column position
chosen for first indention. If first indention is in column
ten, columns one through eight can be allocated to call numbers,
with column pine remaining blank to se0date call numbers from
the body of the card.

There are two types of call numbers: primary call ntimbers
and secondary call numbers. A primary call number applies\to_
a work as a whole. A secondary call number is usually aspb-'
ciated with a specific paragraph of bibliographical texti other
than main entry. or title paragraph, most often a series state-
ment or note. Such notes usually refer to indexes, supplements,
etc., but they may also refer to actded copies given different
call numbers to suit the needs of different groups of library
users.

The fir,:t line of the pritpary call number is usually on
line tlawe 01 the card although different plaeoments are pos-
sible if a librarywishes to havethem. The tirst line of a
secondary,eall number associated with a specific paragraph
starts on 'thc same line as its corresponding paragraph unless
it is necessary to drop it 'one or more lines to insert a,..,blank
line between the end of the previous call number and the
beginning of the new one. _Any additional secondary call num-
bers associated with this work are printpd below the first one,
always allowing for at least one.blank line between call'
-"numbers. (See Figure-3) ,
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Heading: The name, word, or phrase placed on a catalog record
to provide a point of access to .that record in the catalog-
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Holdings information may appear on from one to all types
of entries. Figure 4 shows twenty-four options for relative
positions of oall numbers, location statements, and holdings
information. The phrase "2 cop" is used as an example of
holdings information while "Chem Lib" and "Ref" are used as ,

examples of locations. The first column of six options may be
employed by libraries not having departmental-librari,es or spe-
cial collections by simply deleting "Chem Lib" and/or "R :f'=- -_____
in each option. If a Member library wishes a blank line to
appear between any two elements, the location of this blank
line should be indicated when requesting a particular option.
If none of the twenty-four options corresponds with the
practice of a Member library, it May request its own option ot
options for its, various receiving catalogs. %

Although oversize indication is not presently part of
the catalog card production system, oversize symbols could

/ automatically be added to call numbers on the basis of the
height of the book as recorded .n the collation statement. To
effect this capability, OCLC would need to have from each___
library the oversize symbols it employs and the book heights
related to each symbol. An example of such a report follows:

Oversize Symbol Height in Centimeters

F 29-40
FF 41-60
FFF 61-

Members may set up different size - .categories for different
Holding Libraries, e.g., q for hooks 28 cm. and over except for
Art LiLrary where quartos ate 32 cm. and over.

Each library would also hive to indicate Where it places
the oversize symbol in relation to the call number, on
a separate line above the call- number, before or after the
class number, before or after the book number, on a separate
line below the call number, or as a replacement for- the entire
call number. If the oversize symbol appears on a separate
line, its relations -hip to location and holdings statements
would also have to be indicated. If the oversize symbol
appears as part of the call number, Members would have to allow
for the symbol within the eight characters permitted cola line.

of the call number.

Libraries not desiring to have oversize symbols attached
to call numbers should inform OCLC of this fact.

(



Roceivik cata1,2g: A systematically arranged group of 0,ird:
such as a shell list or dictionary. catalog, listing the con-
tents of a library or collection, /f a public catalog ha;.

!d been divided into two systematic listing:;, e.g:, one by abthor
and title and the other by subject, it is considei.ed to be
two receiving catalogs. The existence of a separate filing
sequence is what deterMines the existence of a receiving

!s. catalog; not physical location. Two sequences filed in the

to same drawer would be considered two receiving catalogs.
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.ositions of Call Number, Location Stamps
and Holdings Information.

Chem Lib
(call no.)
2 cop
Ref

.24 April, 1970

(Call no.) . 2 cop Ref

Chem Lib (6all no.) (call no.)

2 cop Chem Lib 2 cop

Ref Ref Chem Lib
.. r

Chem Lib , (call no.) 2 cop Ref

(call no., Chem Lib (call no.) (Pall no.)

Ref Ref Ref Chem Lib

,2 cop 2 cop Chem Lib f 2 cop

Chem Lib
2 cop

,.(call no.)
iRef

Chem Lib
2 cop
Ref
(call no,)

(call no.) 2 co=p Ref

2 cop Chem Lib 2 cop

Chem Lib (call no.) .
(call no.)

Ref Ref Chem Lib

(call run) .2 cop Ref

2 cop Chem Lib 2 cop
Ref Ref Chem Lib
Chem Lib (call no.) (call no,)

Chem Lib (call no.) 2 cop Ref

Ref Ref Ref' Chem Lib

(call no.) Chem `.Lib (call no.) (call no.)

2 cop 2 cop . . Chem Lib 2 cop

Chem .Lib (call no.) 2 cop Ref

Ref Ref Ref Chem Lib
2 cop 2 cop Chem Lib 2 cop

(call no.) Chem Lib (call no.) (call no.)

Institution

Figure 4

4
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for them.
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,all no. I I !Heading Line no.3
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A. Heading starting at left e1ge of card

I Iffetading Line
I I Neading'Line no.2

Call no.I 1 !Heading Line no.3
I 1

I I

I i 1

B. Heading starting at second indention

t- Figure 5: Heading placement. Note: Heading lines 2 and 3
are shown starting at third indention but Members
may choose-to have such lines start at any of the
four indention pOsitions.
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4. Headinzs

Seven basic types of entries - three subject entries and
four added-entries s may appear as headings' added to unit cards.

Each Member library decides on several factors related to
headings, such as their placement on ,catalog cards, their in-
dention, and kind of letters used. Different decisions can be
made as regard.; etch type of entry in each receiving catalog.

The -decision a:; to placement of headings at either the
top of a card or at the bottom in tracings position applies
to subject heading3 only. Added entry headings are at the

tow., of cardu.

There.is space for up to three lines of headings at the

top of cards. At a lateristage in the development of the shag=

ed cataloging system, more flexible vertical formatting will

be possible, allowing space for an optional maximum tiUMberif
lines of heading at the top of a card. When this is effected,

the number of lines allotted to,a heeding will be able to vary
according to the length of the headft. Libraries will also

be able to decide whether or not they.wish blank lines to be

_inserted between various data elements such as heading and main

entry, title paragraph and first note, last note and tracings,

etc.

Libraries using dropped subject headings indicate the
bject heading in the tracings, that corresponds to the guide

d,in the catalog behind which a particular subject card is

to be filed. The subject heading under which a card is to be

filed may be d °signated in one of four ways. See example of

each below.

(1) Print all tracings and place an optional
character in the space preceding the first
word of the appropriate subject heading,
betWeen the Arabic numeral,and the heading.
The default character will be a "Greater-

Than': sign.

(2) Same as the first with the addition that
the appropriate subject heading is printed'
entirely in upper case.

(3) Print all tracings,.putting the appro-
piate subject heading in upper case.

(4) Omit ,"the tracings paragraph except for the
subject heading under which that particular
card is to be filed.
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Examples:
4

(1) 1. Writing - History 2.> .Alphabet 1. Title

(2) 1. Writing - History 2.; ALPHABET I. Title

(3) 1. Writing - History 2.' ALPHABET I. Title

(4) Alphabet

The next two decisions, indention and kind of letters,
apply only to headings placed at the tops of cards. A Member
library may decide to have the first line of a heading begin
at one of four positions: at left edge of the card, first
indention, second indention, or third indention. A separate
decision is mn'e about the indentions of the second and
succeeding lines. What constitutes first, second and third
indention is up to each member library to decide for itself.
(See Figure 5)

The decision made about indention can be different for
each type of entry in each receiving catalog. For example,
topical subject headings could start at the left edge, name
as subject at first indention, and geographic subjects at
second indention. Personal and corporate name added entries
could be at first indention, title added entries at second
indention, author-title series added entries at first indention,

,and title series added entries at third indention. Another
receiving catalog in the same Member library could have head-
ings with different indentions.

In the cape of author-title headings, separate options
are available for 'the first and subsequent lines of each
element, i.e., of author' and title% See the following examples.

1. Pennsylvania. University. Dept. of
History. Translations and reprints
from the original sources of history,
3d.ser., v.6.

2. 'Pennsylvania. University.. Dept. of
History.
Translations and reprints from
the original sources of histo67,
3d ser., v.6.

Author and Title
run-on together.
Author at 1st in-
dention and sub-
sequent lines at
2d indention;

AN.

Author and title
listed separately,
but all lines after
first line of author
have same indention.

I
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Figure 1. Diacriticals, punctuation, and other special
available on OCLC print trai

symbols

4. 1:):Ins*.Lvania. isivei'5ity. Dept: of

History.
Trunsiations and reprints from

the ori6inl} sources of history,

3d sSI"., v.6.

5.-PenncylvAnia. University. Dept. of
Hi:tory.

TnInJlations and reprints from
the original sources of history,
3d ser., v.6.

Author and title.listed
separately. First line
of each has different
indention, but subsequent
lines of both have the
same indention which dif-
fers from that of the
first lines. In Examples
4 and 5, author first

.lines begin at 1st inden-
tion. In Example 4, title
begins at 3d indention
with subsequent lino-, of
both elements at 2nd in-
dention. In Example 5,
title begins at 2nd in-
dention and subsequent
lines of both elements
at13d indention.

A third decison has to do with form of letters to be

used in headings. Each of the seven types of headings that

appear at the ;op of a card can be in either a combination of

upper and lowercase letters or all in upper-case. Again, 4

the decision can be different for each type of entry in each

receiving catalog.

Another possible option is pertinent chiefly for the on-

line system.. According to Rule 133B of the Anglo-American

Cataloging Rules all abridged titles must begin with the first

words of the title. In conformity with this rule the MARC II

syStem provides for,production of abridged-title added entries

only when such abridgements include the first words of the

title. OCLC, however, will provide for production of added

entry'cards for abridged or striking titles that do not in-

clude the first words of the title.

5. Main Entry

The basic reference position on a catalog card is the

column where the first line of the main entry begins. This

position is the first indention.
a

OCLC produced cards have the main entry on the fourth

line of the card. When variable vertica formatting becomes

operational, this row location of main 4entries will vary so

as to accomodate headings of differing lengths.
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destined for a specific receiving catalog. Obvionulv, however,
shelf -list entries can never be included in the yalw. pack dS

'the othen;. Each Member library decides on the formal options
desired for each type of entry card in each receiving; catalog.
See Part Ii for instructions on how to specify options desired.
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If a .;lomber requests extra-Main entry cards for a special
pUrpos'e,,e.g.., to report works to NUC, for-don6r or prove-
nance file:7, t/he computer can be programmed to produce
them.

6. Uniform title

Tho first; line Hof a uniform, or conventional, title
starts a.new paragraph beginning at second indention with
subsequent fines beginning at first indentipn. If a bni-
form.title/is present, it is enclospd by brackets and appears
between main entry paragraph and title paragraph.

MARC 11 records contain all uniform titles provided for
by the AACR, but LC does not use all of these on itsorinted
cards,pferring tO follow its pte-AACR practice. A state-
ment-describing LC practice appears -on p. 145 of the' AACR.
Member libraries may choose to receive' 1) nouniform titles,
2) only those uniform titles used by LC, or 3) all uniform.
titles prescribed by the AACR. The decision made can vary
from receiving catalog to receiving catalog..

7. Title paragraph

The usual title paragraph begins at second indention with
following lines at first indention. However,/when tht title
is the main entry it begins at first indenti n and all suc-i
ceeding lines of the title paragraph are at second indention.

Title pa'ragraphs include the standard/elements of title,
sub-title, author statement, edition stat ment, and imprint.
The latter element includes place of pub ication, name of
publisher, and date of publication.

8. Collation

The first line of the Collation starts a new paragraph
which begins at second indention with subsequent lines at
first indention. The collation may consist of a statement
of size of the work in pages, leaves, or volumes; mention
of important illustrative matter; and height in centimetets.
The collation form it can accommodate variatiowl found in
standard catalogitu; practice. Thtr:, the collation 'of a foreign
hook cataloged under the Shared Cataloging Program (Title IIC
of the Higher Education Act of 196b) may conta3.n the 'price
in terms of thy local currency of the source country.

a
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necessity by confusing uniformity with standardization. Stand-
ardization, however, is something different. Standards are
documents which set down conditions which are to be fulfilled;
they are rules or tests by which something can be measured or

judged. The LC Rules for Descriptive Cataloging acts as a
standard defining the order in which data elements on a catalog

card should be given. The spacing between the various elements,
however, is a matter for individual choice. The Subject
Headings Used in the Dictionar Catalo s of the Library of
Convess acts as a stare and by specs ying the choice and ordeY
of words used to express particular concepts..

9. 'Series statement
4

tf there is available space remaining on the last line

of the collation statement, the first series statement follows

on that same line enclosed within parentheses. If there is

insufficient space on that line, -the first series statement

begins on a new line starting at first indention and enclosed

in parent!ieses. .Subsequent lines of the first series state-

ment begin at first indention. Beginning-lines of each
additional series statement start a new paragraph at second in-

dention with subsequent lines at first indention. Only the

first"series statement-is enclosed ki parentheses.

,10. Notes

The first line of each note starts a separate paragraph

beginning at second indention with subsequent lines at first

indention. No blank line appears between the collation and/or
series statement and the first note. Notes that apply to all

copies of a bdok appear on each catalog card produced. Notes

that apply only to copies at the Library of Congress, such as

"Bound with" and "Contents (incomplete)", are omitted.

In addition, a Member library may have notes that apply

to it -S--4wn individual copies that it wishes to haVe appear on

its'' -cat.Zlog cards OCLC will punch the individual'ember
library's notes onto brown cards and will process them prior

to actual printing of catalog cards for the Member library.

These additional notes will be retained with the OCLC machine-

readable-record.

11. Traci.igs

The first line of the tracings paragraph begins 4t

second indention with succeeding lines at first indeption.

A sequential Arabic numeral precedes each subject tracing

and a sequential Roman numeral precedes each added entry

tracing.

The tracings paragraph begins on the line immediately

. after the last note without an intervening blank line unless

the Member library specifies differently.

Member libraries decide wIlether tracings are to apprnr

on every type of entry for its Various receiving _catalogs or

only on certain selected ones. For example, a library_ using

a divided catalog might have three receiving ca logs; an

author-title catalog, a'subject catalog, and a .;elf -list.

The library decides which entries ineach of the three cata-

logs are to carry tracings. For an author-title catalog the
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70 Arnheim, Rudolf.
.A693 Visual thinking. Berkeley,

University of California Press (1969)
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Cu'.

Bibliography: p. 325-338.
1. Visual perception. 2. Art--

Philosophy. Title

MRCpc 71-761

Subject added entry
card, without
tracings

ARTPHILOSOPHY.

70 Arnheim, Rudolf.
.A693 *Visual thinking.. Berkeley,

University of California Press (1969]
0., 345 p, ilLus. (part col.) 26
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Bibliography: p. 325-338.
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Figure 6. Cards showing tracing variations



been pullched with a code for end-of-cycle week which would no
longer be valid.

Some Members prefer to use the unit cards received
throe ,-. submittal of green or red request cards as main entry.
or 31-.f list cards. -uch use is possible but must be spec -
ific as an option for the receiving catalog involved, e.g.,

/

(
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library'mip-ht deold tc, have tracings :: the shelf-lict card
and on th9 subject heading cdrd2. (Se Figure 6) A decision
to include tracings necer3itattls the 11sting of all headings
tra-ed for that work. It is not ,now .possible to trAc, only
selectd added entries such as subjects or titles only. Thd
option to have tracings on subject entry cards applids only
to receiving catalogs where a decision has been made to place
subject he.ldings at /ht tor of a card. Libraries using dropped
subject hnac!ingf, nfir>uldthe options list in Part I, B,
Section 4, which deals wit Headings:

12. Bottom line

A
The bottom line of an OCLC produced'ca4alog card contains

the Member library's MUC symbol, a user option area, pack identi-
fication symbols (i.e., receiving cataldg identification), and
the unique machine-readable catalog-record identification number.

Starting at the left edge of the cards, the first six
Character positions are reserved for the standard National
Union Catalog identification assigned to each Member library.
This is followed by a blank space.

The next twenty-two character positions are alloted to
a user option area. Member libraries could Tlace such data
as accession numbers her-. In the on-line sy,stm the name of
the library providing original catalogigig data for a wdrk
could be put here., The data put in the user option area is
established by Holding libraries. For each Holding library
a'different item of data could be used. This information can
be selectively included or excluded on the different types of
entries as determined by profiles.

Unit cards requested by libraries not copying Library '

of Congress call numbers but usingLC or Dewey class numbers
will carry the LC call number or the Dewey class number in the

user option area. -Libraries using Dewey Class numbers may
also 1-lave the option of gtting the LC call number or LC class
numberiA the user option area whenever a Library of Congress
MARC record does not contain a Dewey Pecimal class number.
a.Library of Congress call number exceeds twenty-two positions,
characters 23 and higher will 12 omitted; this truncation will
occur,.of cour., at the end of the call number where it

presumably would not interfere in the procedures of a library
not using the entire Library of Congress call number.

After an intirvening blank space the _next five character
positions ex_ allocated to pack definition symbols. These

symbols indicate ihich receiving catalog shoull roccive the

card. They are assigned by OCLC on the basis of-the Trofiles
each member submits specifying the requirements of each of

its receiving catalogs.

4

-
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among Lnrco n.cuc rormats ror -me class numnep (,1

call numher. An example of each format is given i u I iOro 2.
In the firz:-t, the alphabetic and numeric segments nf (.1.tf;;;
numbers are placed on separate lines. In the second, they
are placed on the same line with a blank space insvrtod between
the two segments. The third fornit is the same asthe second
except that there is no blank space separating the alphabetic
charac.cers from t'le numeric ones. A variation of each format'
puts.each decimal point and its following numerals on a line
of its o

4,6
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The last fourteen spat positions are allocated to a
blank 011owe,, by a thirteelspace unique machine-readable
catalog-record identification number. Usually the LC card
number will f;Lrvd as this unique identification number. In
the on-line system, tahenever an-LC card number is not avail-
able, an- OCLC sequential number will be used instead. When
extension c,wd- are necessary the phrase "tee next card"
will replao the un ue idt of ication nu ber on all -but
the.lagt card, produce for an entry.

.*.
13. 1.-qcn.;ion cards

When cataloging information for'a work fills moreUhul
one card, production of extension card occurs.' The tet
the catalog card is continued with mor cards (up to a
mum of approximately ten cards) until,/the catalog record ii
complete.

As shown in Figure'7, the first card closes with the
statement "See next card" on the byttom line at the extreme
right, replacing the unique identification number. Each ,

additional extension Bard closes in the same way until th'e
last which will have the identification number in its usual
position.

Each extension card opens with a heading, if appropriate;
and the main entry in normal position. Name main entries are
not abbreviated: Following the main entry is an abbreviated,
title (unless the'full title- is quite short)in regular title
position. Thelength of the abbreviated title varies as OCLC
programming surEits the full title to several tests to dis-
cover where_ the best cut-off point is located. The maximum
length is one line.. The.abbreviated title is followed by
three dots to indicate tnat it is incomplete. Next comes the
last item in the imprint .(the date) and the card number.

Title main entries on extensiOn.cards consist of a brief
title, three dots, to indicate that it is incomplete, date, and

card number.
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HC
110 On fighting poverty; perspectives from
P63 experionce. Edited by JaMes L.

05 Sundquist, with the assistance of
Corinne Slposs Schelling. New York,

Basic Books1.1969]
x, 256 p. 25 cm. (Perspectives on

poverty, 2) 4

American Academy of Arts and Sciences

library. -
Based on papers presented at a

continuing seminar of the American
Academy of ArrNts and Sciences on
problems of r\ijace and poverty duting

AKLs1 See next cardOAkU

HC
110 On fighting poverty; ... [1969]

..P63 (Card 2)

05 the academic year 1966-67.
Includes biblibgraphical references.

1. Economic assistance, Domestic- -

U.S. I. Sundquist, James L., ed.

II. American Academy of Arts and
Sciences, Boston. III. Series
IV. Series; American Academy -of Arts

and Sciences, Boston. Linrary

OAkU -
AKL51 .75-78452

Figure 7. Extension cards



The firnt lino of the priTary nail number in usually on
line three of lhe card although different pi,ieements are po
sible if= a library wishes to Navethem. The iirst line of a
secondary.call numLer associated with a specific paragraph
starts on qhc .;,tine line as its' corrsponding paragraph unless
it is necessary to drop it '0r-10 or more lines to insert a. blank
line between the end of the piseyious call number and the
beginning of the new one. Any, additional secondary call num-
bers associated with this work are printpd below the first one,
alwdys allowing for at least oneblank.line between call'

, 'Anumbers. (See Figure' 3) ,

N

Gardner, Ohh-William, 1912 -
The recovery of confidence [by] John

W. Gardner. [ 1st ed.] New York, Norto.

[ 1970]
189 p. 22 Cm.
Includes hibliographical references.
1. U.S.--Social policy. I. Title

00x11- 309.1;73

er upLiun arca
symbol

17,

75-108327'A

niquo
identi- no. or eont i

f i cation neat ion :; t t

LC call number
in user option area.

"See next Cate--in
igentification number
area.

Duvignaud, Jean.
Change at Shebika; re-port from a

North African village. Translated from

the French by Frances Frenaya. With a

foreword by Cecil Hourari. [ 1st

American ed.] ,New. York, Pantheon Book:,;.

[1970]
xiii, 303 p. illus., maps. = 22-cm.

-
Translation of Chebika, mutations

dans Un village du Maglre.b.

includes bibliographical references.

1. Shabikah =- Social Conditions.

2. Tunisia--R ural conditionscase

bAkU. HN8105.T825513
AKRzc Bee next card

LC call number in

user option area.
LC card number, as
identification
number.

Duvignaud,
Change At Shebika; ... [1970].

(Card 2)
studies. I. Title;

H;810.T62S513 AKRzc 68726042
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VariaSie ri2ld tags

Contrpl Numbers

*0 1 0 -LC Card dumber
*0 1 1 Linking LC Card Number
0 1'5 National Bibliogtraphy

Number
*0 1 6 Linking NBN-
*0 1 7 Q. S. Copyrielt Number
0 2 0 StandardBook NUmber

*0 2 1 Linking SBN
0 2 5 Overseas Acquisitions

Number
*0 2 4 Linking OAN Number
*0 3 5' Local System Numb,er
*0 3 6 Linking Local Number_
0 4 C Cataloging SQ14rce
0 4, 1- Lahguages

*0 4 2 Search Code
*0 4 3 Geograpnic Area Code

Knowledge_Numbers

0 5 0 -LC Call Number
0 5 1 Copy Stavrment- ,

0 6 0 NLM Call Numberv
0 7 0 NAL Call Number

*0 7 1 .NAL Copy Statement
*0 7 7 NAL Subject Category

Number
*0 8 0. UDC Niamber
*0 8 1 MB Cla:sifiCation Number
0 8 2 Dewey Decimal Classifi-

catioh Number
*0-8 6 Supt. of Documents

Clas'sification
9 0 Local Call Number

Entry

1 0 0 Personal Name
1 1 OrCorworat! Nam'
1 1 1 Conference or Meeting
13 0 Uniform Title Heading

Supplied Titles

2 4 0 Uniform Title
2 4 1 Rornanized Title

*2 4 2 Translated Title

Figure 9.

Title Paragraph

2 4' 5 Title
2 5 0 Edition Statement
2 6.0 I'mpr'int

Collation

3 0 0 Collation
3 5 0 Bibliographic Price

*3 6 0 Converted Price

Series Notes
Z

it 0 0 Personal Name-Titlo
(Traced Same)

4 1 0 qorperate Name-Title
(Traced Sahie)

4 1 1 Confeence7Title
(Traded Same)

;4 4 0 Title (Traced Same)
4 9 0 Series Untraced or

Traced Differently

Bibliographic Notes

5 0 0 GeneralNotes
5 0 1 "Bound With" Note
5 0 2 Dissertation'Note

*5 0 3 Bibliographic History
Note

5 0 4 Bibliography 'Note
5 0 5 -Contents Note (Formatted)

*5 0 6 "Limited Use" Note
5 2 0 Abstract or Annotation

Subject Added Entries
.

6 0 0 Personal Name
6 1 0 Corporate Name (exclud-

ing political juris-
diction alone) 0

6 1 1 Conference or Meting
6 3 0 Uniform Title ft-ading

LC Subject Headings

6 5 0 Topical
6 5 1 Geographic Names

Continued on next page-



appears as part of mule Call numve).., ilemue wuu.Lu iiuvc iv ray I ,VS1

for the symbol within the eight characters permitted on .1 lino

of the call number.

Libraries not desiring to have oversize symbols attached
to call numbers should inform OCLC of this fact.

Other Subj,--21:

*6 6 0 NLM .pub jest Headrhgs (MESH)
*6 7 0 NAL bjcct Headings
*6 9 0 Local Subject Heading Systems

Other Added Entries

7.0 0 Pern.11 N.Imo
7 1 0- Corporate Name
7 1 1 Conference or Meeting
7 3 0 Uniform Title Heading
7 4 0 Title Traced Differently

SPries Added Entries

8 0 0 Personal Name-Titi.
8 1 0 Corporate Name-Title
8 1.1 Conference or Meeting-Title
8 4 0 Title

*The Library of CcIngress will not supply data for ttlese fields
'at present.

ted)

n

d-

..Figure .9.
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C. Catalog production costs

Since methods of computing cataloging costs are not
standardized, it is difficult to make cost comparisons be-

tween computer-based and conventional systems, or between
conventional systems in different libraries. The costs

given below for various manual systems apply only to the
libraries where the studies were made and are given here
simply as an indication of how costs may run in manual sys--

tems. All systems, described assume the use of'LC-provided
cataloging data, either in the form of LC card sets or as
locally produced sets based on either a single LC card, a
proof slip, an NUC entry, etc. Titles which lack LC cata-
loging data have customarily been given original cataloging
by each library acquiring them. Since the OCLC data base
under the off-linesystem contains only LC cataloging re-
cords, all titles for which such records are lacking must
still be cataloged locally. The costs of such .original

ccataloging are therefore not relevant to this omparison

and are not considered.

The elements involved in the cataloging process are

searching for bibliographical information, cataloging proper,
card preparation and production, the sorting and filing of

the finished cards into various.receiving catalogs, and the
physical preparation of the book. This last element will not

be consideredliere since it is unaffected by the existence of

OCLC.
4

Searching is partly an acquisitions function, when it
involves checking to verify and complete the bibliographic

details supplied* by a requesto*-ao as to* adequately identify

the book for acquisitions ptIrpoSes, and to check in the
library's catalog and on-order file to determine if the title

has already been ordered or rectived. Any cataloging data
located at this stage of the operation isa by7-Product since

it is not-nleessary for the acquisitions function.

Cataloging searching involves the'effort to obtain
bibliographical data that will be of use in cataloging the

work. This usually means an attempt to find a copy of.the
cataloging record made by the Library of Congress for that

work. Once such information is located, it is copied and

the source noted. The searching stage endS here and thc

cataloging stage begins.

A cataloger takes the cataloging data located in the

search step and compares it with the book to see if they

k-

Ise
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figure 5: Heading placement. Note: Heading lines 2 and 3
are shown starting at third indention but Members
may chooseto have such lines start at any of the
four indention pcisitions.

-35-

agree, makes any changes necessary in the-descriptive cata-
loging to ensure that it fits the book in hand, assigns call
number if an LC number is not accepted as given, checks the
shelf list to see if the number has already been used, checks
the sabject headings and name added entries against authority
files, makes additions to the appropriate records in the
serial file if the title is part of a series, and, if an
actual LC card is not=available, prepares a worksheet for the
use of clerks who will prepare the cards,.

The card preparation and production stage includes,the
ordering of LC cards ore the preparation of master cards and
the reprodnoiion of master cards by some process., the adding

. of headings and call numbers to cards, and the, proof-reading
of the card--

In the sorting and filing stage the sets of cards
produced for each book are divided up according to the
catalogs that. are to'receive I-116C soptpd into filing order,
and Med.

How does OCLC fit into this pattern of activity? Under
the off-line system OCLC has no effect on acquisItions'search-
ing which still must be done before a title is acquired.
Cataloging searching will not be needed, however, as OCLC will
provide its Members with a unit card and/or packs of cards
with full bibliographical information.

If a library accepts LC cataloging as given without
checking, the packs can be filed immediately after arrival,
thus eliminating the cataloging and card preparation and
production steps entirely, and also eliminating the pro-
filing sorting.

Libraries wishing to check the LC cataloging will still
save the cataloging searching step and can use the unit,card
or one of the final pack cards (usually the shelf list card)
as the source of cataloging data. If the cards sent by OCLC
are not changed, the shelf list might still be checked for
duplicate call numbers and au-ehopity files updated td show
new, headings and the necessary cross - references made. Card
preparaii(m and production will still be eliminated unless
decision is made to change the OCLC-produced card in -sOme
way. In that event the cards in question will have to be
pulled from their various - packs, changed, proofed, and
resorted preparatory to filing.
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From this bri;:f.survey itlappears,that the steps OCLC ,

can save its Met-,-r_-: are cataloging searching (in a11_ cases),
cataloging, cai-.1..plaration and production, and sorting.
What are the cost- of these elements?

o

Searching cost:_ 'are-high. Of a' total processing cost
'of $10.26 for adding a book to the Columbia University
Science Libripi in ;955, $2.18 or over 21% was devoted to

" searching, and 4i.U7 of this searching cost was attributed

to cataloging Lftarching. A 1966 study at the Brooklyn Public
Library showed that of a total of $3.77 for cataloging and
prep4i-ation 01 A new title, $1.51 or 40% was devoted to
varInnp srarrhing activities. A 1969 report of the early
oper e ions of the Colorado Academic Libraries $ook Process_ing

Cent. showed, by contrast, a total cost for labor alone of
.$1.88 per youme of which-23.5t or 12.5% was allochted to
searching and sea rching-related activities.

Cataloging costs are also high. After adjustment of
the Columbia figuresto remove that portion of the cataloging
costs attributable to original cataloging, $1:38 or over 18%
of the adjuSted cost eras allocated to cataloging. At Columbia
cataloging of monogri,.ph titles for which LC information is
available is a clerical task. In libraries which assign
professional catalogers to t?ds task the ccst would be higher.

Costs of producing cataloging cards and sorting them

show less 'ariation. A 1963 report on the Air Force Cambridge

Research Laboratory (AFCRL) Research Library showed that the
cost of,preparing and producing seven cards based on LC
cataloging was $1.16. This figure included order routines
for LC cards and the typing .),f headings on them after receipt.
Sortijig and filing-added another $0.30 to the cost. Allocat-

ing a third of this to sorting, the'total cost of producing
cards ready to file was $1.26, or $0.18 per card.

Other studies made at Sacramento State College (1969)'

and the University of Toronto for the Ontario New Univer-
sitiesLibraries Project (1965) showed per,card costs for
preparation and production of 18.0 and'19.3. With their

sorting and filing costs prdrated in the same proportions
as those for ArcRL, .cost per card was.19.7t and 20'.7t

respectively.

Even thOugb the studies producing these figures wer'
made over a six year period. with differences in the cost of

labor and materials, there_is substantial agreement among
them, especially the latter two. Adjustment of the 1963
figures from the AI'CRL study to take into account a 13.5%

_

a
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\d indention:

Author and title
listed separately,
but all lines after
first line of author
have same indentiop.

rise in the cost of livihg between 1963 and 1968 would raise

the AFCRL cost per card to 20.41 bringing'it into very close

alignment with the :ost figures of thq other two libraries.

The cost of producing cataldLcards at OCLC varies from

week to week. Twenty-four elements are considered in computing

the cost per card. Some cost elements vary directly according

to the numl,wr of (2ard'J produced in any one week, but othr

cost elemPnts are fixed and do not change, no matter how many

catalog cards are produced. Since theg*e fixed costs must be

allocated against the catalog cards prodUced each week, an
increase in the number of catalog cards produ:_:ed means that

each catalog rard bears a smaller share of these fixed costs

while a decrease in the number of catalog cards produced
means that each catalog card bears a larger share of these

fixed costs. This combination of fixod'and variable costs

is the reason that the cost per catalog- Card differs-each

week. The more cards prodticed in a week, the lower the cost

per card.

The fixed cost eleMents are those alldcated to the

various machines and,supplies used by OCLC while the variable

costs relate*to the operations involved in'card production.

_Approximately forty percent of card costs are computer-

, related.

Fixed Costs

Card" punch
Print train
Printer attendants
Card4tock .

Ribbons
MARC tapes
Slitter
Overhead of .5G per

catalog card

Variable Costs

Keypunching
Proofing and corrections
6 computer runs
Sort for file-listing
407 listings
Pull Selections
Sort pulled selections
Slitting of cards

, Mailing
Accdunting
Printing

In July, 1970 the average weekly production was -5,2,66

cards, andfhe cost per card was-7A05; in AuF,11:It, the-

average toekly production dropped to 1,695, and the cost per

card rose to 9.135in September, the we=ekly average in-

creased to 5,492, and the cost percard droplicd to 7.311; in

October weekly production rose further to 8M0, and the cost
went down to 6.2191 per card. The maximum price that,can be

charged per card is 9.5'.

f.
-
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column where the first line of the main entry begins. This

position is the first, indention.

OCLC produced cards have the main entry on the fourth

line of the card. When variable vertica, formatting becomes

operational, this row location of main ,entries will vary so

as to accomodate headings of differing lengths.
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1

Assuming that a Member library receives, on the average,
five Lards per title at an average cost of per card, its .

cost for receiving catalog cards ready to file in its catalogs
is 35G per title. To this cost Members must add the cost of o

preparing and mailing request cards and of filing the packs
received front OCLC. Adding an arbitrary 6' per/title to cover

a Member's cost in typing and mailing request cards (40 request,

cards per hour at a clerical wage -Of $2.40
jper

hour) would in-

crease the cost of OCIC produced cards by ustxwer one cent

per catalog card. The addition of this requesting cost would

raise the actual cost to.a Member for packs of cards sorted
and ready to be filed to an average of 8 or a maximum of
l0.51 per card,'or from 4Q to 53 for five cards.

The Cost of OCLC Cards is less than half that of merely
.preparing, producing, and sorting cards in several-manual

systems. When the cost of thi various cataloging elements
that use of OCLC eliminates is also taken into consideration,
it can be seen that use of OCLC to the fullest posstne
extent will result in great reductions in a library'p cata-

loging costs.

I

r'

I
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standard cataloging practice. Thus, the collat-ion Df d foreign
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in terms of the local currency of the source country.

-39-

PAFT II. Cc:.:AL4-.)G CARD PRODUCTION: INPUT TO OFF-LINE SYSTEM

A. nevlo- 2t Phases

Proc-edures for requesting catalog cards from OCLC will

move throuJh three phases of development. In the first
phase, which is now operational, Member6-request cards by

LC cir,1 nw'-r-; alone. In phase two, which is due to become
operat]onll in `Summer 1971, Members will be able td\request
cards either by LC-card number or by author and title. In
Pbase thr-0, Members will be able to furnish .00LC with

cataloging from Which OCLC will produce cards. orLe
w111 use this original cataloging to make catalog catch; when
other Membel,1; request cards for titles for which no MAK]: I i -----

record

Phases two and three will operate 6n-line, which will
be a more eff.cient and effective method than are other types-

of communication.

Since the off-lint system now operational can only
proceSs,requests for catalog cards that -are made using LC
card numbers, this part--of the Manual deals only with that
phase in the development of the shared cataloging system.
OCLC produces cards weekly after each new weekly MARC tape
has been merged into the master file of MARC records.

The purpose of this part of the Manugl is three-fold.
Section B, Catalo7, Profile Questionnaire: Definin the Pack,
delineates the objectives of the Catalog Pro ile Questionnaire
and describes how to complete it. Section Q, Request Pro-
cedures, provides the Membership with various procedures to
follow when asking OCLC for catalog cards. Section D, Descrip-
tion of Precoded Punch Cards, contains detailed instructions

f for completing each type of precoded punch card.

B. Catalog Profile Questionnaire: Defining the Pack

Purposes of the Catalog Ptofile Questionnaire

ThP Ohio College Library Center has developed a Catalog
Production System capable of h4ndling the individual needs of

its 'Member libraries. Each Member library is likely to con-
tain a number of holding libraries such as a genera] stack
collection, Reference collection, and departmental liLrarieS;
and a number of receiving catalogs such asauthor-title public
catalog, a subject public catalog, an official catalog, a
general shelf list, departmental public catalogs and de-
partmental shelf lists. To complicate matters, an indii/idual
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Member libraries decide whether tracings are to apprmr

on every type of entry for its Niarious receiving catalogs or

only on certain selected ones. For example, a arary.using

a divided catalog might have three receiving ca ,logs; an
author-title catalog, a'subject catalog, and a shelf-list.

The library decides which entries in'each of the three cata-

logs are to carry tracings. For an author-title catalog the
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(
receiving2catalcg-may contain cards showing the content's, in

whole-or in part, of-evoral holding libraries while each
holding library is usually represented by cards in sev -eral

receiving catalogs. For example, titles shelved in a general

stack collection may be represented by cards in a divided
public catalog, an official catalog, a shelf list, and a

file of car,1:3 NUC. A title in the Music
Library could be represented by cards in the main divided
public catalog, official catalog, Music public catalog, Music
shelf list and NUC,file. The Music public catalog could
contain cards for all titles shelved-in the Music Library
plus main entry cards for all titles=.with class numbers. from

'the Music schedule which are shelved in the Main Library and'
other (11rtmental libraries. ,To cope with this complicated

LCsituation OC deviSed a Catalog Profile Questionnaire
(CPQ) designed to obtain from Member libraries information-
about catalog cards needed in each receiving catalog.

Since types of cards needed will vary from receiving
Catalog to receiving catalog, a separate CPQ must be coPpleted

for each receiving catalog, showing types of entries included'
for each holding library represented by cards in that receiv-

ing catalog. To decide how many CPQs should be completed,
each Member library should prepare a chaq_ showing all its
holding libraries along the top and all -it4receiving catalogs
along the side. for each' holding library a chec:c should be

made against-each receiving catalog which gets catalog cards
,slowing that libraFy's holdings in full or in part. A CPQ

should then be filled out for each check mark on the chart.
(See Figurd W.- Even if several CPQs seem to be identical
when filled out, they all should be sent in. rrom each pro-

file a program is coded to attach to the main program to
produce catalog cards with the options requested for that
holding library in that receiving`atalog.

Since catalog cards are prepared in packs for filing

into specific receiving catalogs, there will be one pack for

each row on the chart. That pack will contain cards fort

works in all of the holding libraries checked in that row.

Some libraries maintain special-catalog files, not.

related to tToCitiO holding library, fOr books having

special characteristics, such, as a` provenance catalog lor

books bearin.g niawk:i of previous ownership. The Catalog Pro -

duction-System possesses the capability of producing "extra
cards" for such special files- Those members maintaining

special catalogs should inquire of OCLC for procedures- to

employ in requesting an extra card or cards.
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Only colr.czin; t'7,at-pos2ess at least one 107,ical
catalog, of 2:.ulj be ,]efcribd in questionnaires,
i.e., shoul Holdin libraries. av log,ical is
meant either a 1hy2:-icAl catalog or a ffctitious file, set Up
to cope wiTh t4, nods of a particular category'bf
books. Each logica1 catalog is the equivalent of one pack
of OCLC produced catalog cards. For example, if a library
wishes to aTpiv Yipc;nr subject ,headings to its books on
religion, it ::!;T:It le able to do so through the use of a
logical 'Rcligic,-,1;; 11,,ading7, File'. By this method the
library would receive, in-a separate pack,,, extra main entry
cards to which it would manually add the Kapsner subject
headings before filing the cards in its dictionary'.!ot

!

Thus, while cards for religious material would end up ill Llw

same physical receiving catalogs as cards for-the re:;t ot
the collection, some of them would reach the -libxary in .t

separate pack destined, temporarily, for this fictitious
subject catalog which might pot have any actual physical
existence.

Another- example relates to tl-.e Reference colpction
that most libraries have. A Reference collection recorded in
a separate shelf list, even if it lac F' a separate author-
title or subject 'catalog, is consider a Holding library
and should be reported On CPQs. Oa the other hand, a
Reference colleetion listed only in general catalogs is not
considered a Holding 2.ibrary and,should not be reported cn
CPQs. When catalog cards are ordered for titles which, are
to be shelved in a collection of the latter type, the word-
ing of the location stamp needed should be included in the
appropriate box on tne blue and yelloi' punch cards from which
cataleards will be produced. (Se.e below) For collections
of the former type, i.e., holding libraries, the locations
'should not be indicated on the blue and yellow punch cards
since the computer is programmed, on the basis of the in-

formation given on the CPQs, to produce catalog cards that,
contain the appropriate loeatidh statements.

After receiving completed questionnaires from each
Member, OCLC devises a unique, thr e- symbol code for 4ch
Poldi:Ig library. Sets of colored punch cards are then\prc--...
punched with these codes and sen to the Member librariv:1
for use in requesting catalog cards. -Care should-1;
use a pre-punched card for the correct Holding liblry Awn
requesting catalog'car&la For titles to,be shelved in thatk-,
library.

Completing the Catalog Profile Questionnaire

There' are two parts to the CPQ. ,Tha'first part contains

three qyestions, he first of which asks for the name.of th
/
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Holding librazv or "cllection". (See definition on page 4)

Examples of that be given to holding libraries

are MAIN LIEFAY, C=412':::Y LIBRARY, ,10:11-4LIBRAaY, DOC.
COLLECTION, REF. COLLECTION, etc.

The second question requests a Member library to de-

siznate the receiving catalog to which the questionnaire is

referring. :Ili:. ,I,s-i:nated by such terms as PUBLIC

CATALOG; PUBLIC 11,E-TITLE CATALOG, PUBLIC SJBJ'T CATALOG,

MAIN SHELF LICUMENTS PUBLIC CATALOG,DOCUITS SHELF
LIST, MUSIC SC UBLIC CATALOG, NUC, etc. As n ted above,

each receiving eatdlug will require several qUestionnaires,

ones' for each holding library represented in it.

Thy' third quesLion asks for the loeation stamp, if any,

to appear with e.dl numbers on Cards that receiving 'cata-

log for titles located ip that Holding library.
-Lion information should be typed or printed in the exact form

desired on ca-alog cards, as regards capitalization, spacing,

punctuation, REF. or Ref or REF or Ref. , etc. a

maximum of eight characters per\line. \)

The second part of the CPQ consists of a table which

shouldbe completed according the characteristic's desired

for each of the nine types of entries that may ,be included

in packs. The types of entries are found in the left side

of'Figure 11. Across the top of the table are five variable

components associated` with type of entries. There from

left to right on Figure 11: Holtdings Information, Tracings,

Subject Headings Position, Indention of Headings at Top of

Cards, Capitalization of Headings at Top of Cards'.. These

components should.be defined for each type of entry which

is to bein a particular pack.
4.

Some l ,Ibraries record holdings information on only shelf

list cardsor main entries, while other list holdings on all

cardS.. Checks in the "Yes" and "Nol.coluMns under "Holdings

Information" will yield the formula that each Member wishes

to apply. If tracings are desired at the-bottom o' cards for

a particular type of entry, check "Yes!' against that type of ,

entry. If no tracings aro needed, mark "No"._ Subject head-

ings'con be po,:itioned at either the top or the bottom ot

the cards. A chfcl, :hold go into one of the two pwcitons

desired--

The fourth component contains informations concerning

'heading indention: The first line of a heading at the top

c

z
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of a'earl may t4 gin at one of four places: /left ed of the

card, first indent ion, second indention, thirddhdention.
Mark thP box indicating the' preferred indention for each type

tof aided entry pack. Second and third line's of a heading
presently b.egin at,third indention. Each Member will be asked
where it wants each indention to begin.

Not all ros need ,to be filled out on any one question- re

naire. If tIL: receiving catalog being described on a parti-

cular CP(1 is a shelf list, tilwr Only the first row'should be
filled out as entries of the other types will not beincluced
in that catalOg.' If the catalog being "described a c,Libif.r!t

catalog, then only the boxes on the three rows relating to
subject entries should be filled in.

Ihe last component refers to capitalization usuct in
headings at the top of-cards; the Member can have a heading
either in all upper ease or in a combination of initial
capital and lower-Lase letters:

C. Request Procedures

This section of the Manual contains dii.,ections for using

punch cards to obtain catalog cards from MARC records. The

Catalog Production System provides for four basic schemes
differentiated by the types of call numbers used; namely

use of LC cataloging data plus LC call number use of LC data
with alteration of LC call number, use of LC data and Dewey
class num'-:r, and use of LC cataloging data with a local call

number. Jst libraries hop employ two intermeshed procedures

for cataloging. The primary procedure employs LC cataloging

data; and the secondary procedure utilizes original cataloging
when LC data is not available. The OCLC Catalog Production
System integrates with present primary procedures.

When td Request

Libraries using LC cataloging data and LC call numbers
should not request cataldg cards for a book until it has been

received. This is true whether or not the library has seon
Cataloging data for that book in the NUC catalog; proof-
slips, depository cards, or Fome other source. 11 ,:,11,11,),*

cards were requested earlier, cards for some books-would b(2

in the catalog before the book would be on the shelf. In

some cases the boo) woula never be received. Since eards
are received in packs ready to be filed in 'particula_, cata-

logs the oily way to remove cards for book.: not yet on the
shelves would be a card-by-card examination of all cards in
the relevant packs, a procedure tiat would negate the time-

t,
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4

saving benefit of receiving cards in packs pre-sorted for
filing. ,

Libraries that utilize LC cataloging data but not its
call numbers (using instead LC class numbers, Dewey class
numbers, or devising local call numbers) usually order a

\,single unit card before requesting full sets of catalog
cards for book. 114,,,se unit cards may be requested either
when the book ,:catered or after it is received. As
American books contain the LC card number it would be less

N expensive fo' the Member library ,if it waited until these
books ilag been reeeive0 before requesting unit cards. 1-p thH

...way it could save _itself the search costs involved in loetiniT,
card numbers. Unit cards -for foreign imprints, however,
could be requested when the book is ordereltas they will not
'Contain card numbers and will have to be searched at some
stage intheir prowssing.

In a library using LC cataloging data and LC call numbers
procedures could be somewhat as follows. When an English
language book is received, the cataloger would check the
verso of the title page to see,if the LC card number bpgan
with a "7" or "69". If it did, he would write,that 1..0 card
number on the appropriate OCLC punch card (details below)

.

and that cal-d would be sent to'OCLC to produce the desired
catalog cards.

I

If tne. card number did not begih vith a "7" or "69",
the cataloger co;lild search the ,book in Tiles qf-LC cataloging
data such as NUC,cafalcig, proofsLi file, or depository
card file. When he located an. LC catalog record despriliing
the book and/bearing a card. number accompanied by the desipa-
tion "MARC", he w9u)d write the card number on the appropriate
punch card to go, to OCLC.

Libraries tha l*. do not use LC c411 numbers shouldfollow
the same criteria in deciding whether or not to order cards
for a work from OCLC, i.e., it should be an English language
monograph whose caret number either begins with a "7" or-"69"
or is accompanied by the designation MARC.

since the RrroN Project will not be finished in the
life-time of bhe ()''La off-line system (which is scheduled t

end in Summer 1971), English Inguage books not having an W
card number with In initial "7" or "69" or not having a cata*-
log record `with the MARC designation would be processed
according t the library's present cataloging system. All
foreign language hooks, no matter-what the LC card number,
would also be processed according to the library's present
cataloging system.

4



rhif;

rinv.

)t

RC

)eps

.ng

.na-
k

-ate

4

Figure o9.

I

-47-

-Pc,r-Linent --)rls at ):LC
4

Informn received on-punch cards from Members will be
stored in tioi OCLO mif;ter file. A record will be kept by

liUrary of each book cataloged, these records to in-
7A.ude the additions or changes requested by a Member. There-
fore, libraries need to report an addition or change 4 OCLC
only once.

Four Relui.;ition Procedures

As mentioned above, there are four ba4c call numl/er
systems, each having different request procedures. As each
of these procedurep is explained, certain options will In.
discussed. These options permit each Member to alter il,-
cataloging and call rumber to satisfy its own requircmont

On unit cards, as depicted in Figure '8, LC call numbers
or Dewey class numbers are placed in a 22-positica area on
the bottom line that is called the "user option area"; This
information is includea only on cards in the unit card packs.
6 library may insert information in this space on cards `in
catalog packs. For example, an accession number could be
plated in the user option area. This would be done with a
brown card.

For each set of procedures there is .a corresponding
fI.owchart (Figures 12, 1.314, 15). These flowcharts
represent't'l various opt4.9.14s available to a Member when
requesting catalog Cards in accordance with one of the four=
basic proceaures.

Users of LC CP.11-NNumber'`(FiguA 12)

These Members request catalog cards by completing the
blue punch card which requests production of complete packs.
There are two options in making this type of request.

Case 1. If there are no modifications to, be made to deEcrip-
t/ve cataloging and no holdings to record as a note, thenxa
Member libraf.y would send only a blue card to OCLC. Holdings
information to be part of the call number should be writtem
in-ithe box in the lower; right-hand corner-of.the I,1 u,2 c,icd
(1' figure 16).

Case ?. IF a-litrary does 'hint to jiffy the LC data, or to
record nolding.-, as a note rath- then with the call number, or

to insert : o the uL,r'c option area, the librar-

y ian'would use t-.; breMn card (Figure 21) with th blue card.

.
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work. This usually means an attempt,to find a copy or.Ine

cataloging record made by the Library of Congress for that

work. Once such information is located, it is copied an,1

the source noted. The searching stage ends here and the

cataloging stage begins.

A cataloger tapes the cataloging data located in the
search step and compares it with the book to see if they

Figure 12. Flowchart for library using LC call number
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new headings and the necessary cross-references made. Card
prepanttion and production will still be eliminated unless a
decision is made to change the OCLC-produced card in n-some
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resorted preparatory to filing.
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In July, 1970 the average weekly production was -5,26b

cards, and the ()5t per card was 7.05t; in Aur,unt, the-

average weekly production dropped to 1,695, dnd the cost per,

card rose to 9.05i,n September, the weekly average in-

creased to 5,492, and the cost per'card dropkd to 7.311; in

October weekly production rose further to 8,8to, and the cost

went down to 6.291 per card. The maximum price that,can be

charged per card is 9.5.
ir

ber
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Users of LC call numbers that employ the alternate class

number sAp7lied by LC for literature should use the green card

labeled LITERATULE-to obtain a single unit card showing that,

alternate class number, (Figure 19). After 'a book number has

been added to the class number, a full set of eard, can be

ordered by using a yellow card.

Users of L Class Number (Figure 13)

Member libraries using LC class numbers but not book

numbers will ask for catalog cards by completing a green

punch card! (Figupo fl) and forwarding it to'OCLC. The_ green

card roqw.sts cr1J-7 to send a unit card (Figure 8) to the Mem-,

ber. Any mon-h.140y library wishing a unit card for any pur-

pose should use a green card.. The green card labeled "LITER-

-ATURE" should-be used to obtain unit cards with the LC alter-

nate class number for literature. (Figure 19) After a call

number has been constructed for the' book, the library may

order complete sets of catalog cards by filling out a yellow

ppnch card with the desired call number, i.e., LC ( ass

,number plus local book number. A Member Tary rtlauestini

'Complete sets with the yellow cards has two altellatives.

/
Case 1. If there are no modifications and no holdings as

/ notes, the library will send only a yellow card to OCLC.

(Figure.
20). #

, -

Case 2. If a library wishes to modify the LC descriptive

cataloging, to record holdings as a note, or to insert in-

formation into the user option area, thx, librarian-will bend

a brown .7.ard (Figure 2i) with th,: yellot. card. ,, ?

J

Dewey Users (Figure. 14)

Members of OCLC using a Dewey class number.follow the

same request procedures as do libraries employing an LC class

number, with one exception. Dewey users request a unit card

by sending a completed red punch card (Figs re 17) to OCLC. If

a MARC record lacks a Dewey Blass number, Dewey users ear have

the option of getting a unit card with the LC call number in

the user area, even though the request was submitted on a red

ccard.

cal call number

To obtain complete packs a Member will fill out a yellow,

punch card and exercise one of the following options.

Case 1. When there arc no modifications and no holdings note

to be reported, the library will-send only a yellow card

(Figure 20).

-

I



Purposes of the Catalog Potile questionnaire

Tho Ohio College Library Center has developed a Cato,log

Production system capable of hAndling the individual needs of

its Member libraries. Each Member library is likely to con-
tain a number of holding libraries such as a general :Juck
collection, Reference collection, and departmental libraries;
and a number of receiving catalogs such as.author-title public
catalog, a subject public catalog, an official catalog, a
general shelf list, departmental public catalogs and de-
partmental shelf lists. To complicate matters, an indii/idual
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Case 1. A yellow card will be used to obtain cards bearing

a local call number. (Figure 20)

Case 2. If a modification, holdings note, or placement of

data in the user option area is desired, the_libtgarian ;Mould
send a brown card (Figure 21),with the yellow card.

Modifications and Holdings Notes

Case 2. When a Yi mber wi:sh:s to make modifications to add
a holding note, oL information in the user option area', the
librarian co7plet(s a brown punch card (Figur,e 21) and sends
it tq OCLC with t e. low card (Figure 20).

-

Users of Local Call 'umbers (figure 15)

A local call number, as the term is used in this Manual,
can be one of several things. It can pe a ompletc call num-
ber made available by some source other than the Lihrory of
Congre:;s-neh a Superiniendont of Documents nnmhor or an
NLM number. 11 uuy be a number completely devised
It may bc a combination of an. LC or Dewey ClaL;n numhti. with a
locally cre,ited book ,number. Local call numbers can he n.,ed
for entire collections or for special collections such
documents collection or a medical school library.

oo
Members who utilize local call'nuMbers either for a

special collection or for the-entire collection may request
catalog cards by writing the call number on a yellow card.

If they use LC class numbers or LC-aIsigned Dewey class
numbers, they do this after having previously ordered unit
cards with green or red punch cards. If thy use call num-
bers completely devised locally or available from some
source other than LC they have two choices. They.may first
order a unit cardqby using,a green punch card so that they
may verify the fact that the cataloging data supplied by LC
fits the book they have in hand before using a yellow punch
card to request a complete set of cards. If they know from
examination of the NUC cataldg or same-other-source that the
cataloging data fits, they may by-pass the unit card Stae
and send in a yelloW card without the intermediate step of

using a green card. When a library uses yellow cards to
obtain catalog cards, one of two alternatives may be exercised.

The brawn card does not request catalog cards from OCLO.

This card only iequests OCLC to alter the machine readable
record which is used,far card production achieved by a blue
or yellow card. because instances.may occur in which d
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works in all of the holding libraries checked in that row.

Some lihrarien maintain special catalog files, not.

'related to 1 :Tocitic holding library, for books having
special characteristics, such as a`provenance catalog for

books bearing mark :; of previous ownership. The Catalog Pro-

duction System posesses the capability of producing "extra
cards" for such special files. Those members maintaining
special catalogs should inquire of OCLC for procedures to

employ in requesting an extra card or cards.
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library wishes to rec,Ird modifications
to the machine rc__ 'J ;blc record without
a Member may send a brown card to NEC.
requesting card pr6duction%

Or to add holdings
cards. being produced,
without a card

D. Description of PrecOded Punch Cards,

This section of the Manual explaiA the function of six
precoded punch cards Used in the Catalog Production System.
Each punch card has a unique function, and, except for the
green "LITERATURE" card, each is a different color. A de-
tailed explanation of the proper method to use in oompletinp,

each punch card is also given.' Figures 16 through 21 contain
reproductions of the punch cards.' Although tha brown card has

not yet been-activated, a somewhat general and tentative ex-
planation af its functions is given. When it has been fully
defined and become an operational part of.the System, a more
detailed ana exact dasCription will be sent to all Member

libraries. ,

;- One item'ofinformation that isrequested-on all punch
cards, no. matter' hat their color, is the LC card number. In

the off-line system, the LC card number is the sole method of
access to a particular record in the data-base and must be.
given to identify the bibliographical record wanted.

MARC records corresponding td card numbers on blue, red,

green and yellow cards will be sought in the MARC data. Members

can elect to have their requests searched. against the master
file for periods varying from one to thirty-six weeks. If, at

the, end of the chosen cycle -''me, a MARC record has not been
located in the data base, original punched request cards
are returned to the Membt xcacry which may, if it desires,

send a new request card f tat work to OCLC to start the

cycle again. If a member wishes to recall some punched cards

which :have not yet hit a MARC record before the end of a cycle,

it may do so by either Getter or phone call. Once a MARC

record has been hit OCLC retains the blue and yellow-request
cards as a record of the holdings of the ember library. This

.
information will be transferred td disc when the system goes

on-line.

An item of information asked for in a-box in the top;

-right-hand corner of the'blue, red, and green cards and ,at`

-the bottom left of yellow cards is called "'temporary shelf

placement" (earlier versions of these cards say "Man
Entry';) . This is fo'r the use of the Member library only, to

enal7e it to locate readily a book for which the original
L
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.punch card Yd7 retl!rno_', because there was no MARC record for
it in the lita :13::.1)(21: arranges books awaiting

processinj entry, then the first significant York of
the main entry sh-Duld- bc placed in this box. if books are
arranged Lv dtt-e of.; receipt, then that date should be put in
the'box. In-,-.-ummary, a Member iibrazy should put in that box
whatever information will ,most easily allow it to locate a
book if the punc,h cord is returned to_ the library. 1

Mailing Pr,,,_dures

Aft +'r an institution his sent in its Catalog.P1 ,(.1i10

QueLAiunnaires, OCLC assigns it a number of three-chava.Jtcr
symbulL,, .uric lor each of its Hol.d.ing libraries- uCL,C. then

sends that Member library packs of colored punch caret:; h,

used in requesting catalog cards for works in eachhul.
library. The 'number of punch cards sent i§'dstermined by -

the size of the library and an estimate of the mu er of ,

book' they catalog weekly.. OCLC programs keep tric of the"(
number of card& of each color sent for each holding li rary,
the number they have sent in as requests,.. and: the average -

number they send'in weekly so as to-know when, to send more'
cards for that holding library. qlewsuPplies of :colored'

1

.i
. $

punch cards should theeefore be received befor the' previous
supply is exhausted .-If, _however,,'a holding library has not
received new punch cards and it stock'is.running low, it
can request more puncli,carpl--51 OCLC..

Packs of completed catalog-cards are mailed out weekij.,
usually on Mondays. If colored puAph cards are received from'
thd Member. no-laten..than Mondaylinished cards for titles
for which clataloging data is alrciady availatle.on MARC *.ces
are sent out.a week after 'the request has been received. r -week

Packs of catalog catds and of colored punch, cards are
mailed 4th class OCLC. Postage costs are among,the-ele-
ments included in calculating thp cost pf catalog _cards.
Member libraries sending -colot"ed punc requct cards may
,1.ise either 1st or th clap mail.

-Members d( not teee to"sort unch cards they send
in as sorting 1 donei_bv a computer a OC,LC more rapidly and
accuratoly than it c id be done: manfatly'l)y individnat
libv.trieN. IL ould be helpful, htieirier;' if earth; t.,t dif-
ferent color's; ere not intermixed.

Blue' Punch rd (Figure 16)

A blue caret ic us et 1-.0quest. complrtf, packs of _:a:talog

cards with LC call nui ers. To complete this plAtch cards, the-
LC card number skould be typed or print;,d in the box in the
middle of the blue and
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Use th,s VIE CARD .p re vest

con fete PACKS of rotas rerri.

troth LC colt rtur.bvir

Typa or prig t LC CARO NUMBER in tius box .

77-84532

Temporary shelf
r--

Mullin

Stamp to apt-sear on all cords

roleatre

-l.

Copy information

2 cop.

Use this RED CARD to request

o SINGLE main entry card

with dui DEWEY doss tun

Type or print IC CARD NUMBER in this box

71.-103914

.

Main qntryl

Lischer

I0 s 10 It An 7475,. nnn10 21 21 23 74 217 11nn 1303137J3 34 317 30 37 3S30404Y42434445/ i/ 7/ 1USO37 33 31 34 22 24 1 7
51s1100112QN45444144441 777:73 74 73 71 17 70 14 00

Figure 16 and 17. nue card and red card
#
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.10.noO Use thus GREEN CARD to request
C.402 co"

SINGLE to.ot cord
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wl=1- f=3
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'emporary slut/ placement

Pickering

L_.

it

Use this GREEN CARD to request

a SINGLE unit cord

with LC alternate literature clOssIntberie

or print LC CAR,NUMBER in this box

69-16552
r

Tens rory shelf placement

?Ural

44

L1

44
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Figures 18 and 19. Green card and green literature card.
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Use the. YELLOW 5,ARD to Aeyurst

complete PACKS of coto14 fords r
T

beanng your LOCAL call number

Type of print tor onk LC CARD NUMBER In Illos box

Temporary shelf plotonint
p

Loccition -"tamp to oppe

on all catalog cards ie.

Holdings 'information

Typo or print 7n otAi your
o

so,

CALL Nuataut

in thus box

Alternate
Coo No. Tog
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Use- this BROWN CARO to rialitf;\\c

otologing of a "cord" that is already aft
S

the' Of2C catalog
tr.

Type or, print EC CARD NUMBER in this box

76-124685
-^I

Local
Locatton

,_

Copy 1 autographed by ,author till

.0.50

Brown card 110 1 of
s ,

2 1' 4 $ $ 7 I IIIIt 12 1114 IS 4174 t $70 21 77 23 74 ats 1111111 11 31 31 14 SA 12 A75 40 41 47 43 44 41 41 41 4144 W W133545: :1 St 74
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.

Tog 0 0
t..

,Sub -field Code Eli

Ada"

De
4

'"Replace ri

Figure 20 and Figure 21.- Yellow card and,brown carq
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To 117,t :1-di-Hric conies of a book or in-livi
of a multi-vol.uriee work on a catalog card with
ter, :-.1_172- t!-,t- de: 'rood infn.rTation in the bo at the lower
right-h.lh! corner of the _blue card. ;Such for-lation c.-yil.d.

37-11.bein for :J: such as ";.2 cop.", "Vol. 3, copies","V. 3 -only ";

or it coull be given by a-listLneOfthe accession numbers :of
the volume's involved. If ia "stamp" s required with the call ,

nu.:1,-r, .(, 1.- loqation of a_woy:.in a special collectin in'
tilt! Holdiv.-, library, put the-41amp. in the middle.box at; the
right-hand end of the bard. Each ine of the holdings and

/ ,

location ':,ratements is 1'' itcd to a maximum of eight e:11.1. Ltors
.

ipcludim blank. '
, 7

Green £unc Cards (Figure 18-19)
,.,,, .. .

A gree card shOuld be used Membars not wsing hew. 't_

to request uni:t card; this 'unit card carries fhe LC cap.
number i thd-bottom line (Figure 8). Members should use-a
green and labeled "LITERATURE' (Figure 19) to obtain a unit ,

.ear bearing an' LC 'alternate literature class number in the ,'

er option area. By recording the LC card umber in the box
found in the middle of the'green card, as shown' in Figures- A

18 and 19, and forwarding the card to OCLC; the, Member All

Ile call nu-a

reeeive'a unit cardiwith an LC call numbqr'or class number.

Red Punch Card (Figure 17)

A red card-is also. used to request a unit card.-;Howeve*,
a red card requests a unit card' bearing.a Dewey class nuMb61-1.
By placing a LC card tiiiber in{the.box in the 'middle of the'

red card, as in Figure 7 1 a Member ,will' receive the dbsired
unit card. .

.

t

YeIlok..? Punch Card (Figure 20) ,

.

(

A yellow punch card is uses by Members to request
complete sets of catalog cards 'bearing iheIr local call cum-

ber. This lobal call number aan consist` -.of both a locally ,-
-devised class numbe,r-and a locallo, devised book number, of

an C.Or Dewey' Class numberwith a locetily devised lgo6k num-
be( or some other standard-call numbet. such as Superinipndent
of Documents or NLM-call-numb6r. If a-holdingsem.10 i-.

.Fo.be part of t4e call number, the Member should put the in- :.

formAtiqn desired in-the box designated' Holdings inforttjatiop.

This information should-be put in the box in the exoct: order.

in which "it` is to appear 0on the catalog cardscards'.
. .

The LC- card number should be
.

placed in the box to the
,. left center Of the yellowcard and the local,call number.,

exactly as ii'is to appear (Ja catalog cards, should be placed
in the larger box 'in the lower right corner of the card.

.--,

, . i .. v
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Care should be taken to'.ilvure that each character is cleiriv
and distinctly writtc.n._:0 that thet;e, is .o doubt which let:-.2r.
is meant, e.g. , "U" cr "V" or "A" or "1 .. For this reascn
typed call numDe;'s afire-preferable to hand - printed ones. If
call numbers are printed. by hand, ink should be used, not

. pencil. s
-

Since each number line will accomodate up to-ei-ht
characters, no more than eight characters, including decimal

= ° points and blank spaces, should be arranged on one line.

The sm411 box lab led 'Alternate call number tag' yhioll
is located at the lower eft ene of the loCal call number box
is to be,ignored. It is esigned to-c-o-fitain the "IXRC II
varjablb field tag, for local: call number, '090', which is
automatically supplied/by OCLC programs. .

BroWn Punch Card (Figure 21)

A Member library reques-es.modifica ons to LC desci,iptive
catalbging, addition of, holding informati as Notes, or in-
sertion'of ieformation into the user option area on the bottom
line of a catalog card by using a brown punch card. In-the
upper-right corner of -the card' is a box within which' the LC
card humber shouldbe typed or printed, as in _Figure 21.
Immediately-below the LC card number there is a longer box
for the modification.

The)change-to the descriptive cataloging should bey typed
or printed in this box exactly (4s regards capitalization,
punctuation, abbreviations,-etc.) as it is,to.appear
on the catalog cards. Only one lineof the textto be cn a
catalog card should be,placed An the modification box og any
brown .card. If the modification required more.thantone line
Ito complete, then two, three, or more additional brown cards
sholUld be used,; The number of characterd to be included in
a line depends on the indention pbsitions chosen by a Member
library aild,at which indention 4 particular line starts.

.

If there are a number of .different modifications for
one bdbk, then each modification should be i"eporied on a
sdparate brown crd or cards.

Directly bentath the modification box are boxes labeled
"Tag" and "Subfield Code". The to is a three-digit number -,
used to designate. the field to be mo ified. (See Books: A
MARC Format. 4th Edition,pp. 42-70). This tag number can
be selected from Figure T. .The sub-field code is a two-.
character symbol designating a single data-element within a
field. ,.The first character is a delimiter which-sepdrates
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the sub-:iel!-:, T-L.s is represented by the graphic symbol "S".
The secon:i CI:!dr2 is an alphabetic oneand its exaCt.mean-

. ing varies fro :a to field. (See Books:_ A MARC Format,-
4th rdition, pp. 43-70 for an enumeration of the stio-field-
codes for each fiela)- -

..
Some fields contain only one data element and ,thus con-

tain onlw one :-.111)-field code. This is represented as "$a".
An :xruiple Hell 501) (General Notes). Field 260 (Imprint),
on the other.hlni, contains 3 subfields, $a for the place of
publication, ;I:) for the publishers, and $c for the'Ldates of
publicatif)n. it is possible for the same sub-field to be
tr-,41 ,1nore than unce in a particular- field. Thus, 1i a book.
contain:, 1.01, pcinting date and a copyright date, each. '.

nne will he doflignAtpd by subfield code "$c" in Field 260.

The library requesting a modification can specify the
- -field .to be modified from Figure 9. Unless the :Member has a
copy of Books: A MARC Format it wilt be unable to designate'
the subfield code so this box should be left blank.

In the lower-right corner of the btx)wu card are 0-1ee
separate-boxes, labdled 44Add", "Delete", and "Replace". A
Normally, only one of the three boxes would be checked.4

4
The three small bvx6s marked Local Lotation have not

yet been defined.

- Finally, there is a short phrase found in the lower -
middle section of the brown card that reads:

"Brown card no. of ft

A Member,; 4,ary Will complete this statement- according to
. the ntimbefb Qf brown cards used and in the order these cards
are 10 be processed. For example, if four brown cards were
necessary to modify the cataloging, the phrases on the punch
cards would be completed as follows: ..

'''

"Brown card no. 1 of 4" ---. first card

"Brown car4n1o. 2 of 4" --- second card '

1
"Brown card no. 3 of 4" -, -- third card

"Brown card-no. 4 of 4" fourth card

The four brown cards would then be processed by OCLC' -

.in the numerical order desiknated'by the Member.

Aft
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PREFACE

.

This manual is designed to aid catalogers in preparing catalog entries-in

machine readable form for the on-sine cataloking system of the Ohib College

Library Center. The manual is constrained'to tagging and coding; it does not

instruct in the use of a cathode ray tube terminal. Another manual that will

appear in June, 1971 will dpscribe operation of a terminal and input of data

other than that of a bibliographit nature:

The Ohio Go'llege Library Center is grateful to the American'Libr

AssociatiOn and the Librar of Congress for allowing use of Data Prep ltion

Manual: MARC Editors'(MA4C Manual Vol. 2) that is-the baAis of this m *nual.

Much of thee text in the MARC Manual remains unchanged.. The Center is also

g-rateful to'the American Library Association for granting permissilm to re-

,-s,
. -

print Appendix I from volume '2, humbe----r'2 of the Journal of Library AutclAVITO

._ 4"
w .

.-'

f

ao.

2 May, 1971
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INTRODUCTION-'

On of the basic functions Of librarians over the years hAs been he

N.,
.xecording and organizing of bibladrgrapfiid data to facilitate access to and use

.

of the books 'and othermaterials contained in the collections'of libraries. Ale-

though biliogra

card catalog rec,

hic data-may tie recorded and st in a variety of ways; the

.

rd,(3x5 card). has been the preponderant medium usedby libraries
A, 1,

in the:United Stag s. The adveht of the. computer provides a new medium and
e; A

technique for recording, storing, and processing bibliographic data. The infor-

mation

, ,

on card is the result of a complex data collec,tion process in which many

IP
peppre with'specialized knowledge record various kinds of data Often on a manu-

a

script card! The purpose of this manual is to specify the additional steps

required in the data collection process ,to prepare bibliographic data for con-

-version into machine-readable form.

Although detailed knowledge of the data processing worI4,is not

necessary for those engaged in the data collection process, an understanding of

certain basic distinctions between thi typed or printed cataloglzecord and such

a recor4 in machine-readable form will aid in'the accurate' preparation of cata-

lolring data foi conversion into machine-readable form. Information may be ex-

piessed)Aplicitly or explicitly. .Terhays ti - basic difference between a typed

or printed catalog record and one in machine,-readable form is that much of the

inforMation'on the former is expressed implicitly, while in the latter it is

expressed explicitly. A humair being can look at a printed catalog card,and

.

*recognize 0.3 'Ivies of its component parts (data' elements) such as: place of is,.

qt.

publication, date, pagination, etc., as well as where each of these elements
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begins and ends. A machine cannot make such judgments; therefore, a means must

be provided by which it can discriminate between data elements and determine

precisely where each element begins and ends. Once this determination has been

achieved, the bibliographic data can be'stored on a irdium such as magnetic tape

and the computer cin be programmed to manipulate the data elements in a vaiiety

rot

of ways, some traditional (3)6 catalog 'card format), some new. The problem can

b Flu5trate,d-by imagining data in machine=teadable form as a Continuous string

of characters as long as is needed to_ express the data. Main. entry, title, and

imprint arc traditionally formatted as follows ina catalog record:

Grace, Willkam Joseph, 1910-
Response to literature ibyclWj.11iam J. Grace.

New York, McGraw-Hill c1965.a,

,In machine-readable for61 they would be strung but as:

['Grace, William Joseph 1910- Response to

lliterature cbrj William J Grace. NewYork,1

NCGraw-Hill c196451

If this data were used in a C'omputer, it Wouldili impossible to write

instructions that would allow the machine to identify author and title or, for

that matter, place, publisher, and date.' The blank character between authoi

and title is no different from the other .blanks between words. Thus, just as

the .typed or printed catalog record has-a format in which data elements are

arranged -in a precise and consistent way from record to record, so does the ,

machine-readable catalog' record have d format in which the data elements are

p

arranged precisely and labelledeconsistentlyi. -The major task off those involved

in'the preparation of4data for conversion to machine-readable form (descriptive

and subject catalogets_shelflisters, etc.) essentially will be to translate

what they already know implicitly into an ep,i'cit form in accordance with the

rules and specifications set down by the designers-Of-the machine-readable

format. This manual describes those rules.

- 2-
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In addition to traditional library terminology, other terms have-been

used throughout the rules. These terms. and their definitions follow:

Data Element

Adata element is a'unit of information, e.g., pagin tion.

Field

A field contains data elements. Each field is assigned a name whieth repre-
,

sents the contents of that field, e.g., collation, imprint, etc. There are two

kinds of fields: fixed and variable.

A fixed field contains data element which' is always expressed

by the same number of characters.,. For example, a date is always

expressed asfour,numeric characters: 1968. Languages are al-
. ways expressed with a, three-character alphabetic code: ENG = English. -

A variable field contains adata element, the length of which

cannot be predetermined (main entry, title, etc.). A variable

field may contain/more than one data element.' In general, a
data element will be variable in length fn the same way as the

fibld which includes it. For example; the collation is a

.variable field made up of three. data elements: pagination;

illustration(s), an size. Another\variable field is imprint,

made up of the daCa elements place, publisher, due of publiration.

Record

A record is a collection of fields- treated as a unit.- a information on

a catalog card constitutes one example of a record.

Tag=

A tag is a label which identifies a variable field.

Example: 100 F main entry, personal name.

A tag always consists of three characters and for computer procci,sing is always

expressed as three numeric characters. .

Indicator

An indicator IS a one-character code which supplies additional information

about a field, For purposes of input, an indicator generally 'will be inserted

adjacent to the'last character of the tag. _The exceptions to this rule are



c.

% A

it

r
...

speci:fied 'at the appropriate placeslaces in the rules that follow.
\

& . :

P Example: 10q = main entry, personal name--single,-suTname

/. --1--: - . 4

Numeric tag :'*-Numeric indicator

The indicator in the example above (surname) could-be used' for arranging names
..

according to library Tiling rules (single surnames precede multip-lesurnamW.
i .. 1.

The kind of informatiqn expressed by an indicator can be quite different from
0

field to field. In ceLitrast to the above-example, which expresses filing infor--,

illation associated with a persbnal name, the indicator for the title field in

the following eolgample in,:icates that the ti,xle Will be used as an added entry.

) .

Example: 2451 = title -added 'ntry
....rt i...,

.

_Numeric Numeric E . .,

tag indicator ,
$

The MARCII Parmiitlor monographs allows the use of=two indicators for

-ach variable fielzi. Depending upon the field, zero, one, or two indicators

ae used

Fie+ds with which indicators are used are listed on pages' 63-69Along

with. the kind of information contained in their:respective indicators. An

C-
indieatbr,is always expressed as ajnumeric charaCter.

Delimiter

delimiter is a special symbol used fasr-machine manipuiatir to separate

data-elements within a field'. The special symbol used as a deli*er is:

"Example:--Copation: 24 p. t illuS. $ 23 cm.

The delimiter in the above example is used to separate the ddta elements

making upt_lio collation, namely, pagination, illustiation-,, size.

S'ebf.ield codes-

.,
I

Subfield codes are lbwer case alphabetic chaiaoters used in conjunction

h,delimiters to identify data elements within_ a fit-td. Taking an imprint

as an exa4pleAls compiete identification for the computer is as follows:

260 ta New York, ib Macmillan, fe 1968.

4

mm0
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z6, defies the, field "imprint." -The- delimiter and subfield

code, identify and set offthe placelof publication.' fb identifies and sets

off the publisher, fc idehtifies and sets off the date of publication. Know-

ledge that is implicit to a human being loOking at an imprint haybeene.ade
,

explicit to a compdter, that must discriminate- between data 'elements that simply

appear as a :string of characters. Each field will have as many subfie codes

as the number ofdata elements definedtithin.the field. In the ca se of imprint,

a_

t

as we have just seen, the subfield codes are:

a - place

b - publisher

c. date

In the MARC II format for monographs the first data element in almost.

every-field is identified by an "a," Since this condition will almost always

obtain, it has been written into the computer programs, making it unnecessary
r

for this code,t'be explicitly expressed-on input whenever the fixst.data element

.* A

in the fiield is.identified by subfield code "a." Thus the imprint can be tagged

and delimited as follows:

269 Flew York, tb Macmillan, fc 1968.

The "at' code used to identify place of publication will b generated by the

._.computer prOgram and therefore must not be explicitly input.
a

C61,1, NUMBER (090)

This field contain
{
the call numbe asSigned to a book for which a cata-

-

log entry is being made for Ae first time into the OCLC system.

A. IDENTIFICATION.

1. Tag. The tag for the local call'numbe.r is 090. It should appear

/-in frOnt of the call number.

2. Indicators. No indicators are used in either indicator.positior

with the tag for this field.

5



3

3. SubfiCld cod &s and deiimi4 ters. Two data 0..ements have been defined

that r4quire explicit indentification by means of a delimiter follower} by a

subfield code.

a. Data elements in call numbers are identified by subfield codes as

follows:

.Subfield-code

a. (never explicitly

b.

input when occurring

as tbeZtidist data -

t ;

element it the field,)\

1.

Examples:

Ta*

090

090

090

090

1 "

I

Data element

Cles_4; number portion

Book numbei` piktion

,Call Number

..11(609 fb .M2-
°

RT81.1.16 fb N29

810.8 tikE346

266.0230924 -4b 8597

In a Library-of-Congress tyli)e call number, a delimiter and stbfield.code

/7
may be inserted between two Cutter numbers but never in the middle of such a

naber. Thus, when a Cutter number representing a furthemartakdown ora subject

is expanded to indicate authorship, the dallnumber is equavalent to the clA3i-
.

ficatioflr number. A delimiter and subfield code "b" arc not requi,red..,
w

090. 4 BX 6480.B54R8

090 HD4966.S4)t68

If this type of call number is followed by, an edition-date or volume number,

insert'a relimiter and subfield code "b" after the classification riumbr.

090' 13X 6480.1354R8 I'b 1968

090. HC4517.S72C34 fb 1968
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When Cutter numbers signify form, do not regard them as part of the

i

classification:- . 1

090 HS7 fb A3C2 where

A3 sig es documents.

Some dates follow the class number and piecede the author number' in the

classification schedules to achieve a chronological rather than alphabetical

order. Regard such dates as pare of the'cla:Isification; the delimiter and

,
subfield code "b"-f--follows'such-a date.

090

MAIN ENTRIES

DK274.3 1968 $b K3

A. tiNTRODUCTION.
e

Names orynifot titles may be used in a cat log record as author headings

in main eritriesubject 'entries, added entries, r series added entries. 'Author'

heaclingsate names ta le of authorship and ir1lude personal names, corporate

names, and uniform titles. All other headings are non-author headings and in

. elude topical subjects and geographic names that are no political ju/OsdictionS.

c/r

In general, the steps necessary'relPreparing author headings for conversion to

fi

I

t .

machilipradable form rpm in tie same-:bxcept for the tags-'regardless of the

. // function of the. heading,-i.e., whether main entry, added evitry, etc. Therefore,
.

, /

1 /7
/

.,

/ theprocedures describad in this section, although illustrated with examples

4\

using main entry tags, are applicable, with appropriate substitution of tags,

.to uthor headings used as subject entries, added entries, or series added

entries. Instructions unique to any of these fields will be given with the

instructions for the field.

tach type of entry is identified by the first character of the umeric

entry tag a\follciws:

-7-

.4
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'Numeric tag

6

LL 1J 4

Main entries

Type. of Vntry

Mai, entry (author heading; (the ab--
seace of a main entry tag indicates
entilunder title.)

Series statement traced the same

Subject entry

Added,entry

Series added entry traced differently
from form in series statement

Author heading -e divided into three categories. These categories remain

the same regardless of the function of the heading, i.e., whethermain entry,

subject entry, ad3,4,entry, or series added entry. The second character of the

t

numeric entry tag defines the category according to the followfilf code:

Numeric tag /

Personal-name

Corporate name

Uniform title heading

One subtype of corporate names, names of meetings or conferences, is de-

ned by the use of a "1" in the third character of the numeric entry.tag; oAer-

se the third character of numeric entry tags is azero.

Numeric-tag

Li) 1911

EL LE

,/

Cgrporate name-

Meeting or conference name

Rules 79 88B, 119A, 131-13S, and 137 of the ALA Rules and Rules 87-92A of the ,

AA Rules etermine the definition of a meeting or conference heading. The judg--

. , /
11/44

- ,

ment as o whether a heading-is a meeting or conference heading, is made solely

ofi the basis of the heading itself, regardless of the nature of the material

with which the heading is used. In case of doubt, treat the heading as a

1



meeting or conference heading.'
V

A i

A uniform title heading is a title used as a bibliographic entry, i.e.,

Main* entries .."1

main entry, subject entry, or added entry. ;t must be distinguished"from those

uniform titles, often called "conventional" or "filing" titles, w i can beiNt
I ,

'interposed in square brackets between the main entry and the transcription of

the title page. 'Works entered under ti,tle '(such as iieriod'iclls', encyclopedias,

'etc.); which have no main entry other than the title, are tagged 245. If these

titles are used on other records adloadded entries off subject entries, they are

taggedas uniform title headings.

Numeric tag

130
A

130

B.
p
PERSONAL NAMES.

0

Chanson Roland

t

rntern. onal review (Zurich)

"-----------1-g. .. ou.1. Indicators. icators in e first position ar.*d Wi personal .

.

r -,

names to describe the form o name to facilitate certain flinearrangemebts!

and in the second position to speci whether or/not the in entry. is also
.

subject. Personal names. are divid&I into four categories.

These categories remain the same regardless of the function of the-head-

ing. A one-character indicator, placed immediately adjacent to the (14d

character-of, the tag, identities the category according to the folio g code:

Numeric
indicator

1.4

9

Category

Forename

Single surname

Multiple surname

Name of family



Examples:

Numeric tag
and indicator

1000

1001

1002

1003

Main entries

* .

John the Baptist (forename)

Walpole, William Winchester
(single surname)

Johnson Smith., Geoffrey
(multiple surname)\
Medici, House of
(family name)

Although the distinction between forenaMes,"single surnames,I and multiple

---Irurnamesisusuallyclear,somenames(on4hrasesused;asnamenthi-
._

A \ 1. _
,

. . . .

guitits. y jitt461-16wini guidelines should be used when assigning indicators for'
I

,

personal,names. ' In tke.examples, only tags.and indicators_have_been expressed.

a., Trea,/names Ifaving he

as forenames:

*.N

NumerfC tag
and indicator

1,000

I.

structure of a fore am' rott_brder)

; al
b. Treat names having-the structure or a surname (inverted order)

Name

Hildetrade
Stendhal
John,
Homerus
John the Baptist
Moses Ben Jacob, of Coucv
John of SJisbury, Bj. of,Chartres

Brother Bones .

' Masterrof the Amsterdam Gabinet

PseudO=-Brutus

RAM C0pA1

Tranvan-Trai

az Surnames:

Numeric tag Name

.and .indicator N' 4

1001 Chug, Kai shek
Queen, Ellery,, pseud.

Other, A N-.

- 10 -
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I

Numeric' tag

and indicator
may

1001

4

c. 'Treat names known to be surnames bui lacking forenames, as surnames:
7a

Numeric tag game

and indicator

Name

O

Main entries'
.14

Callisthenes, Pseudo-
,

FeneIon, Ftancois de Salignas
de la Mothe=4

Sand, George, pseud. of Mme.
Dudevant, 1804-1876

Corneille, Cornelis van Beverloo,
known as, 1522-

Theotocopuli, Dominico, called
El Greco, d. 1,614

Ucce1lo, Paolo di Dow? khown7
as, 1396 or 7-1475

Aungerville, Richard, known as
Richald de Bury, - Bp. of

Durham, 1287-1345

1001

4h

In case'of doubt-that a nam is a surname, treat it Is a forename:

Clerckx.
Smith.
Smith,
Smith, Mrs.

I.

1000

--Treat surnam consisting of two or more words, with or without a.

Howard.
Zelda.

hyphen, ias multiple surnames. This ncludes names beginning win Old, New,, East,

Math, Saint, Sainte-, San, Santa, etc. 1, all of which.

Numeric tag
and indicate?

1002

Name

words, not prefixes.-

Ben -Ami, Aharon .

Machado de Assis, Joaquim Maria
ITa'- Lewis, Cecil

Castel Branco, Camilo
Saint-Gaudens, Augustus
Santa Cruz, Alonso de,
Ben-Avram, Rachmael

e. SurnTies,consisting of mul iple entry elepents that include

prefbtes are not to be regaracd'as multiple itnames.

. 11 -



.Main entries

Numeric tag
and', .ndicatbr

AM,

De,Morgan,'Augustus:._

De La Mare, Walter
VantBuren, Martin
La Fontaine, Jean de
O'Connor, Denis

f. Second indicator. A "0" (zero) in the second indicator pos%Cion

specifies th114t the mainentry is not a subject; a "1" specifies that the main

entry is a subject.

2. Subfield codes and delimiters. Seven data elements have been defined

which require explicit identification by means of subfield codes. Zhe data

elements are separated from one another in thQ, data Wa delimiter plus a sub-

field code.- Of the seven data elements, five are integral parts of name headi-

ings themselves (surname or forename, numeratiedi, title, date, relator). -no

1

are data elements that are used in conjunction with names as subheadings (form

subheadings, title)., t ./

a. Subfield code,..Ya" - surname or forename. This subfield code is
,,

-never explicitly input.

100] Harris, Edwin (NO DELIMITER)

,

b. Subfield code "b" - numeration. This subfield code identifies

Roman umerD is used in the entry element of a name.

,

10'0 Alexander lb I, fc Emperor of Russia

10 ) Constantinus tb XII Dragases, tc Emperor of the "East, f-d

d. 1453
1000 h1edrieh tb I, lc Barbarossa, Fmrvior_of Germany, Id

1121-1190. ,

1000 Mary, tc Consort of George V (NO DELIMITER}

1001 Evans, Montgomery, tc II

c. Subfield code "c!' - title. This subfield code identifies all

titles designating rank, office, nobility, terms of address, initials of an

acaaemic*degree or denoting membership in an organization, or any other words

or'phrases associated with a name:

- 12--
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1.001 Kames, Henry Home, fc Lord

1000 Anselm, fc Brother, F.S.C.

1000 Claude d'Abbeville, c pere
'

1001 . Aungerville, Richard, fc knowIltas Richard de Bury,

lit. of Durham, fd 1287-17W

d. Subfield jode "d" - date(s). This subfield code identifies bir

death, or flourished dates used with a name.

1001 Karnes, Henry Home, fc Lcird, id 1696-1782

Main intrits

1000 Joannes de Rupescissa, fd 14th cent.

1001 Lin, Li, fd chin shih 1152

e. Subfield code "e" rela-ctii-. This subfield code identifies any

phrases which describe the relationship between an author and a mork (ed., tr.,

comp., etc.).

1001 Sgith:Elsie4 fd 1900-1945; je ed.

f. Subfield code "k.!' This subfield code identifies form subheadings

used with name.

1000 Aristoteles. $k Spurious and doubtful works.

Headings for anonymous classics based on the lives of persons '(headings consist-

ing of personal names to which the term "Legend" hal been added) are treated as

personal name headings, and the word "legend" is treated as a form subheading.

1000 Francesco d'Assisi, jc fk Legend.

No additional-elements beyond a form subheading are identified or delimited.

1000 Cyprianus, fc of Antioch. ik 1, send. Martyrium
,Cypriani et Juhtae.

Subfield code "t.", This subfield code identifies a title used as

a subheading with a name (rarely occurs in a main entry).

1001 Shakespeare, William, td 1564-1616. tt Hamlet.

13
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Main entries

Note that in all the above examples, each data element present* any,

particular name (except the one occurring firW has'been explicitly identified

by the appropriate subfield code(s) and has been 'separated in the data from

other data elements by a delimiter. Further examples of names illustrating the

placement of delimiters' follow:

Identification

Forenames:

Name

1000 Joseph, ft.: Plc.: Pent, chief

1000 Thomas fc (Anglo-Norman Pot) fd 12th cent. i

MOO- Crestien.de'Troy_es,s fd 12th-.6ent.

10001000 Joannes E,leemosynarious,4tc Saint,_

Patriarch of Alexandria, frEM16?

Mary Just, it Sister1000

Single surnames:

1001 , Small, Frank, ft Jr..;'

1001 Stuart, John, fc writ 'on aviation

1001 Queen, Ellery,

1001 s4 Sand, George, ft: eud. 6f Mine. Dudevant, fd

1804-1876

1002 Dionysius Areopagita, Pseudo- (NO DELIMITER)

1001 Callisthenes, Pseudo- (NO DELIMITER)

Names of writers known under sobriquets, nicknames, etc. (treated as

surnames for assigning indicators):

1001

1001

Corneitle, C,orAelis van'Beverloo,-fc
known as, fd 1922:

Uccello, Paolo di Dono,
I

c known as, f-
1396 or 7-1475

1001
fheot9copuli, Dominico, frc called 11

Greco, fd d. 1614

1001
Aungerville, Richard, tc known as Richard de

Bury, Bp. of Durham, fd 1287-1346

- 14
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Main entries

C. CORPOli.;,TE-LMMES (exc names of meetings and conferences):---

--------,_

1. Indicators. Indicators in first position are used with sorporate
...._

names to describe the form of Nine-le,facilktat ertain filing arrangements and
-,,

in the second position to specify whether or. not the mai entry is a subject.

Coiporafe names aredivided into three cavegorips. These categories remain the

same regardless of the function of the heading. A-one-character indicator, placed

. 70*, .
,

immediately adjacent-to-the- third character of the tag, defines the category

according to the following code:

Numeric
indicator

Category

Surname (inverted).

1 Place, or place plus name

2 Name (direct brier)

Examples:

Numeric tag
and indicator

ti

1100 Little (Arthur D.) inc.. (inverted

surname)

1101. 'San Francisco. (place, or place

plus name.)

1101 San Francisco. Museum of Art.

(place, or place Wsname)

1102 -Berlitz Schools. of Languages of

America.. (name, direct order)0

A "0" (zero) in the second indicator posit is -Tecifics;that the main entry

,is not a subject; a "1" specifies that it is a subject. -

Treat names of ships as corporate nano

2. Subfield codes And delimiters. Four ty--es of data elements have been'

defined which require either implicit or explicit identification by m ns of

subfield codes. The data elements are separated from one another in the data
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NO
t

Main entries

by a delimiter plus a Subfield code. The four types of data elements identified

fare entry element, each corporate name or corporate subhcadling following the

entry, element, form subheadings, and title. Form subheadings and titles are

*

data'elements that_are used in conjunction with names as subheadings.

. Stibfteld--rode "a" - name or entry element. This subfield code is

never explicitly input.

r,
./.

San. Francisco (NO DELIMITER)

1101 San Francisco.lbNuseum of Art

b. Subfield cod "b." This subfieldcode identifies each corporate

ailing following the entry element. In general, -;71..t/'name or corporate subh

-,code is used to iden ify each s eading' for which an authority card:is made.

1102 Bell.and,Howoll, fb Micro Photo Division.

e .

1101 U.S.' fb Congress. tb House. +1) Committee on-Merchant

Marine and FisherAs,--lb Subcommittee on Eilherie-s
and Wildlife Covetvatiun.

031;1

1101 U.S. tb 87th Congress, 2d session, 1962. tb House.

1102 United Presbyterian Church inthe*S.A. ,t4ynods.-
fb Texas.

c. Subfield code "e" relator. This subfield code identifies any

phrases which describe the relationship between a corporate author and a work

(plaintiff, complainant, defendant, respondant, etc.).

1102. Atchison, Topeka and Santa P. -Railway Company,
et al., to dcfendan

, 1102 Eastman Kodak Company of New Jersey, le-defendant-

appellant. _
. _

d. Subfield code "k." This subfield code identifies form subheadings

used with a name.

1101 U.S. $k Laws, statutes, etc.

1102 Hittites. tk Laws, statutestc.

1102 Jews. tk Liturgy and ritual.'

British Museum. tk MSS. (Bruce 96)

- 16 -
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Main entries

No additional elements beyond a form subheading are identified or delimited unless
the subheading is followed by a title in an author/title type heading. In such a

case the title is identified by sub'field code "t" (see Paragraph C.2.e below).

1102 Cathoc Churdh. 1)o Liturgy and ritual. English.

1102 Orthodox EasternbiurCh. fk Liturgy and ritual;

Menaion. English.

1101 Cambridge. [13 University. fb Library. fk MSS. 4.27)

Note: Treat the Declaration of Independence and the Articles of COnfederation

,...

as a fonn subheading.

1101 k U.S. $k Declaration of Independence.

1101 U.S, fk Articles of Confederation.

e. Subfield code "t.". This subfield code identifies a title used as a

subheading witha...game (rarely occurs in a main entry).

1101 U.S. tb Dept. of State. ft The Department of State

bulletin.

Note that delimiters are not used between place name units separated by

commas or parentheses.

1101 Quebec (Province) (NO-DELIMITER)

1101 Medina, Ohio. 'fb Senior High School. 41) ClasS of 1966.

p.

1101 Washington (State) [I) Pollution Control ComMission.

D. CORPORATE NAMES - MEETINGS AND CONFERENCES.

.1.. Indicators. Indicators in the first position are assigned to names of

meetings and conferences in the samemanner as they are assigned to other corporate

names, i.e. , to des-c;ribe the.fonn of name in erd&r to facilitate certain filing.

arrangements; indicators in the second position specify whether or not .the main

entry is a subject. Corporate names are divided into three categories. These

Categories remain the same regardless of the fanction,orthe heading. A one:

ehal-acter indicator, placed i;.imediately adjacent to the third character of the

tag, defines the category according to the follo.ing code:



Numeric
indicator

0

1

2

Examples:

Numeric tag
*and indicator

Mn entries

Category

4k

Surname (inverted)

Place plug name

Name (direct order)

. 1110 hlvdel (G.) Memo-rial Symposium
1865-1965. Baum, ,Y9&5.11,(surname, inv.)

Paris: Peace Conference, 1919
(pl e plus namei""

1112 Conference omsCategorical,A/gebra,
University of CalifIlNia, San
Diego, 490. (name,,direcT7rder

1

A "0"-(zero) in the second indicator position specifies that the main entry is

not a subject; a "1" specifies that the main entry is a subject.

2. Subfield codes and delimiters. Eight data elements have been defined that

require explit4t identification by means of subfield codes (name, number, place,

date,.each corporate subheading, miscellaneous, form subheadings, title). The

data elements are separated from one another in the data by a delimiter plus a

subfield code.

a. The most frequently occurring data elements in names of meetings_

and conferences are those that are characteristic of this ty of name, i.e.,

name, number, place, and date, identified by subfield codes a> follows:

Subfield code Data element

a Name of meeting

b Number of.meeting

c (expressed only once though Place held

more than one place may
occur IV the beading)- if

d D'te held

These data elements occur most frequently in two-patterns: name, number, place,
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Main entries

date; or name, place, date. ;

Numeric tag Data

and indicator

1112 Name, tb Number, pc Place, td Date

)112 Name, fc Place, td Date

Example/
N

1112 NohelConference, tb 1st, fc
Gustavus Adolphus College, fd 1965.

1112 S5posinm on Physical Acuiyity and
tfie Heart, fc Helsinki, fd 1964.

Note that the place unit can be made up of the name of an institution and/or

place'name.

1112 Conference on Categorical Algebra, fc University
of California, San Diego, td 1965.

Note also that when the entry element for the name of a meeting or conference is

a lace name, a delimiter is not inserted between the )lace and the name. This

is differvirtfrom the proftedure followed for other corporate names.

a

Paris. Peace Conference, td 1919.

b. Subfield code "e." This subfield' code identifivs^each corp ,rate

subheading used with a name of a meeting, or conference. Its use is similar to

the use Of subfield code "b" for other corporate names.

1112 International American Conference. fb 1st, fc

Washington, D.C., fd 1889-1890. Fe Delegation

from Haiti.

a

Subfield'code "g." This subfield code identifies any "miscellaneous"

data elerrybnts that may ccur in meeting or conference headings and which are

not identified by any Other subfield. code.

1112 International(Congress-of Architects. fb 15th, fc

Wtashington7D.C.--, td 1939. tg (Projected, not held)

d. Subfield code "k." This subfield code identifies form subheadings

used with a name and is' used in

/

the AMe_manner as for other corporate names.

- 19 -



Main entries

e. Subfield code "t." This subfiel coat identifies a title used as a

0
subheading with a name (rarely occurss inia main entry)..

_1112 Symposium,on Physical Activity and the Heart,

tc Helsinki, 1964. tt Proceedings.
,

E. UNIFORM TITLE HEADINGS...,

A'uniform title heading is'a title used as a bibliographic entry, i.e., main

entry, subject entry, or added entry. .It'must be distinguished from those uniform

titles, often called "conventional" or "filing"litles, which can be interposed in

square br,aCkets between the main entry and the transcription of the title page.

Works entered under title (such as periodicals, encyclopedias, etc.) which have

no main entry other than the title, are tagged 245. If these titres are_ used .on

'other records as added entries or subject entries, they are tagged as uniform

'title headings.,

Numeric tag

130 Chanson de Roland

130 International review (Zurich)

Treat as uniform title headings, headings consisting of names of radio-programs,

motion pictures, etc., and names of anonymous works, and some treaties and

intergovernmental agreements, concordats, composite manuscripts or manuscript

.groups which have been-given uniform titles or designations,

0

130 Americans at wo adio program)

Elephant by (Motion picture)

Habakkuk commentary

Book-of Lismore

Dead Sea scrolls

*Moabite stone

Manuscript treatise on arithmetic.
Latin. 14th cent.

Versailles, Treaty of, June 28, 1919

(Germany).

- 20 -
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Main entries

Exceptions:

a. Treat headings f r manuscripts having no name and consisting of-the,

name of a repository followed by MSS. and the 'respository' designation for the

manuscript as corporate ;tame headings.

,

1101 Cambridge.' rb University. tb Library. tk MSS. (Gg. 4.27)

b. Treat headings for anonymous classics based on tht lives of,persons

(headings consisting of personal names to which the term "Legend" has been added)

'as persohal name headings.

1000 Francesco d'AssiSi, fc Saint. .fk Legend.

If however, a heading cOlsists.of a holy thing'to'which the term "Legend" has

been added, treat the heading as alli,Iform title heading.

130 Grail. Legend.

1. Indicators. No indicators in the first position.are input for uniform

title headings except when they are used asadded entries (tag 730). A "0"

(zero) in the secohx.-'indicator p_

(
ition specifies that the main entry ,is not a

dr------

subject"; a "1" in the second position specifies that it is dsubject.

2. codes and Two data elements have been defined

which require explicit identification by means of subfield codes (name, title).

a. Subfield code "a" -.name or entry element.' This subfield code is

never explilitly input.

130 Chanson de Roland

130 International review (Zurich)

4.7;

b. Subfield rode _!'t." This subfield code identifies a title used as a

subheading with a *form title heading (rarely occkrs in a main entry).

130 Chanson de Roland., ft The song of Roland.

130 Si'ge d'Orleans (Mystea play) ft' Saint Joan of Orlans.

-21 -
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UNIFORM TITLE (240)

A. IDENTIFICATION.

`1. Is. Tag a uniform title 240.

r

Uniform (filing).tifle
Tag 240

2. IndicatorsN. ,Add ''J" as an indicator in the first position to the tag of

a uniform The second indicator position is-always blank.

Numeric tag
and indicator

2401 Immigration and nationality actp

3. Subfield codes and delimiters. No subfie'd codes or regular delimiters

are explicitly. input for this field. Data elemerqs are separated from one

anothr.sr by a delimiter plus a sul;faeld code.

-22 -
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ROMANIZED TITLE (241)

Romanized title
Tag 241

Whenever the title in,a record is in non-Roman characters, two sets of pro-
.

vdures must be followed: (1) the editing steps necessary to prepare the title

field for inputfand (2) the editing steps necessary to prepare the""Title

romanized" note for input.
.

A. TITLES IN NON-ROMAN CHARACTERS. The editing procedures for,preparing for

input a title field in non-Roman charact41 are very similar to those followed

in prepariag notes containing non-Roman characters (cf. paragraph B.2 of the
,-

section for bibliographic notes),

1. Titles in non-Roman characters will be romanized for input.,

2.' Delete the non -Roman characters, supply the romanized characters
(from'

thec"Title romanized:" note 'such as found in LC cataloging) followed by the

phrase "(romanized form)", and enclose the romanized characters plus the phrase

"(romanized form)" in brackets. The brackets are necessary to indicate that the

)

characters which they enclose actually'do,not appear on the title page.

B. "TITLE ROMANIZED" NOTE. "Anote.beginning 'Title romanized' is included-in

the entry for each work! the title of which is in non-Roman characters ... This

noteis placed In'the lower -right corner of the entry, following the tracing" ,

(AACR 150). Observe the following procedures in editing the "Title romanized"

note:

1. Tag. The tag for a romanized title is 241.

2. Indicators. Indicators are used to show the presence or absence of a'

simple title addeli entry (defined by the use'of the word "Title." alone in the

tracing). A one-character indicator, placed immediately adjacent to the third,

character of the tag specifies this condition according to the following code:



fL

4
Romanized title

Numeric
indicator

0 "Title." nbt in tracing

1 "Title." ,in tracing

Tag 241

Note that this procedure is analagous to the one followed with respect to title

added entries derived from the short title (245). The only difference is that

in the case of a record with Roman alphabet characters, the title added .entry',-

if any, is derived from the characters in the short title (2,45); in the case

of a record with non-Roman characters at the begipning of the title field, the

title added entry, if any, is derived from the characters in the "Title

romanized:" note rather than from the title itself. This is done so that the

characters actually used for the added entry are characters from Roman rather

than non-Roman alphabets.

3. Subfield codes and delimiters. No subfield codes and delimiters are

explicitly` input for this ,field.

-24r
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Title statement
Tag 245

TITLE STATEMENT (245).

The titl,e statement includes the title and all information up to, butp.not -in-

eluding, the next field (edition statement when preS;nt; othrwise, imprint). A

full title is defined as the distinguishing name of any work and includes thei

alternate title and subtitle when present. In addition, a title statement may

consist of components named and defined as follows:

Short title that part of the titlo up to the first logical break--usually

a punctuation mark._ The short title is equal to the time.
added-entry as defined by the word "Title." in the tracing.
The word "Title." refers to that portion of the title which

extends up to,the first mark of Punctuation, unless the . .

cataloger-has indicated otherwise.. When the short title

has not been defined by the presence of a simple title

added entry in the tracing, the editoi'must make his own -

determination as to where the short title ends: In Making

this judgment, bear in mind - at the short title shonld be

long enough to identify the work and should also be compre-

hensible. *

Remainder of the title - that part of the full title (including alternate

titles, subtitles, other titles in the same language, titles

in other languages) after the short title and extending up

to the.remainder of the title page transcription.

Remainder'of.the title page transcription up to the next field - that part

of the title page transcription after the full, title and

extending up to_the next field. The.remaindei of the title

page transcription generally includes statements of author-

ship, illustration, etc.

A. IDENTIFICATION.

I. Tag. The tag for title is 2-45.

2. Indicators. indicators in the first position are used to show the presence

or absence of a simple title added entry. If the title is to be traced,, the cft-

puter program will automatically create "I. Title." a tracing. A one-char-
-NY

acteil indicator, placed immediately adjacent to the third character of the tag

specifies this condition according to the following code:
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Title statement
Tag '245

Numeric
indicator

0 "Title." not to be in tracing

1
"Title." automatically put in tracing

Examples:

2450 Chinese medicine, by Pierre Huard.

(NO TITLE ADDED ENTRY).,

2451 Messenger to the golden people;
the 'story p Lennie Iglesias

by Margaret G. Iglesias
(TITLE AWED ENTRY)

The second indicator position is always blank.

3. Subfield codes and delimiters. Three data elements. -}have been defined

ti

which require explicit identification by means of subfield codes (short title,

remainder of title, remaiuder of title page transcription up to the next field)`.

The data elements are separated from one another in the data by a delimiter

plus a subfield code.

a. Subfield code "a" - short title. This subfield code is never

explicitly input.

2451 Sold for silver. 1st ed.

The indicator specifies that a title added entry is to be made. No delimiter

is required in the title because it consists of only one component. No delimiter

is necessary to separate the title statement from the edition statement becausestatement

the latter will receive its own tag which also serves as a separator between fields.

Observe the following practices with respect to delimiting short titles:

1) Titles with dates that take the form "1964- 1968 ": delimit the

short title after the date.

2451 Disarmament and Soviet policy,,1964-1968, fc
by Thomas B. Larson.

-26-
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Title statement
Tag 245

2) Titles with a Colon as first mark of punctuation: delimit the

short title on the basis of the next logical break after the coloh.

2451 Canada 2067: Canada in e next century, tc

by John Smith.

3) Titles with brackets in the middle of the data: exercise judg-

ment and delimit the short title on the basis of the next logical break after

the bracketed data.

2451 Catalogue of musical- instiuments theJ
Victoria-and Albert Museum fc nod Raymond Russell.

b. Subfield code "b" remainder of the title.

2451 Sold for silver; =b an autobiography, =c by Janet Lim.

The indicator specifies that a title added entry is to'be made. The delimiter

after "silver;" separates the short!title from the remainder of the title and in

so doing specifies for the computer the characters comprising the title added

entry. This same delimiter also specifies where the "Jemainder of the title"

begins and ..he delimiter after "autobiography" specifies where it ends.

c. Subfield code "c" - "remainder of the title page transcription up

to the next field.

2451 Sold for silver; fb an autobiography, fc by Janet Lim.

The indicator specifies that a title added entry is to be made. The computer

program will add "I. Title." as a tracing. the delimiter after "autobiography,"

separates the remainder of he titlerfrom the remainder of the title page tran-

scription up to the next field. This delimiter specifies for the computer the

characters comprising the full title of a work.,

The following examples further illustrate the assignment of subfield

codes: and placement of delimiters for titles:_ '4%1



2451 Myrdal, Gunnar, 1898 -

Monetary equilibrium. New York, A.M.

Kelley, 1965.

Title statement
Tag 245

The title consists of only One component identified by.subfiel4 code "a," which

is never explicitly input.

2451 Culver, Eloise Crosby.
Great American Negroes'in verse, 1723-1965. fc

Illustrated by bois Mailou Jones. eWasliington,

Associated Publishers, c1966j

The'title consists of two components: short title and remainder of title page,

transcription up to the next field. Subfield code "a," which identifies the

short title component, is not explicitly input: Subfield code "c"

the remainder of the title page transcription up to the next field.

2451_ 4 B12ehard, William H.
Rousseau did the spirit of revolt; tb a

psychological study, tc by William H. Blanchard.

Ann Arbor, University of Michigan Press c19673

2451 iMosonyi, Esteban Emilio. / / /
Los yaruros de Guachara tb (to-anabE kj97.0

jirfpumEiguidird) Ensayo-die planificacion

indigenista integral. Caracas, 1965.

2450 Hommage
\
a Henri Berr (1863-1954); tb commemoration

4u centenaire de sa naissance. cParis

Editions A. Michel c1965

J

The example beginning with "Homage" illustrates a work entered under title.

Since there is no title added -entry, the indicator used is "0." The title state-

ment consists of a short title and the remainder of the title. The short title

should be long enough to identify the work and give an adequate sense of its

nature.

2451 Witvrouw, Marcel.
Le comportement humain. tb L'homme dans

la societe tc cpar3 M. Witvrouw et R.

'Remouchamps. Bruxelles ...
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Title statement
Tag 24$

2451 Bento, Antanio.
Panorama da pintura mdderna brasileira. tb

Panorama de la peinture moderne bresilienne.
Panorama of modern Brazilian painting. tc Text.

by Antonio Bento; ccomments on the pictures

by Jose Paulo Moreira da Ponseca. Rio (IT

Janeiro? -3 EdiArte, 1966-

The example under Bento illustrates a record with a title in several languages.

The twdtitles after the first (short title) make up the remainder of the title

and are identified by subfield code "b".

2451 Dumas, Alexandre, 1802-1870.
La Reine Margot. tb cRoman.a tc Pref, de

Gilbert Sigaux. Lausanne, Ed. Rencontre, 1967..

2450 Descartes, Rene, 15.96-1650.,

Descartes. tb.cSeleccion de textos;

estudio preliminar de:1 Risieri .Frondizi.
cBuenos Aires j Centro Editor de America-

Latina c19671

2451 Averoff, Michelle.
Jadis en Romanie 4-c Introduction de

M. Andre Mirambel ... Paris, les Belles
lettres, 1965.

J 2450

2450

2450

U.S. Library of Congress. Map

A list of maps of America inTg7Library
of Congress. tb Preceded by a list of works
relating to cartography, fc by P. Lee Phillips,
Chief of the Division of Maps and Charts.
New York, B. Frankli-n 1:1967?j

Sucre, Venezuela
Antepl-oyecto: Plan.de desarrollo economic°

y social del estade Sucre; lb primera presentation

(1960) a la Asamblea Legislativa. cCumand, Impr.

del Estado, 1960?j

London. University. Institute of Germanic Studies.

Hofmannsthal; studies in commemoration. fc Edited

by F. Norman,' director. London, 1963.
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Titlestatement

_ _ Tag 245

Note that in the example under London the semicolon following Hofmannsthal.is the

first logical break, but a delimiter at this point would result in only

"Hofmannsthal" appearing in a title listing. Since this is less informative than

" Hofmannsthal; studies 'in commemoration," the short title would be better extended

through "commemoration!" In reality, the "short title" and the fulraitle become
C,D

the same, identified by subfierd.code "a," which is not explicitly input.

2451 1842 ti.e. Mil ocho cientos cuarenta
-y dob; tb panorama "y significaoidn del

moviemiento literario.

2451 Dr. ci.e. DoktorKatzenbergers Bad-Reise.

The two examples above-illustPate titles,beginninir with numerals or abbreviations

in which words have been supplied and enclosed within brackets. Foi. purposes of

inserting delimiters, the words in brackets are regarded as part of the data

element to which they refer.
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EDITION STATEMENT (250)

41.
Editiolistatement

Tag 250 :,

The edition statement includes,the edition statement proper andany other

information up to 4he imprint.

Al- IDENTIFICATION:

1. Tag. The'tag (::1r edition statement is 250.

2. IndicatorA No indicators are used in. either position with this-field.
'- .

.

3. Subfield calts and delimiters. Twu AU eleMents have been defined

.which require explicit identification by means of subfield codes (edition state-

menV proper and remainder of information ue to the imprint). The data elements

are separated from one another in the data by'a delimiter plus a subfield code.

a. Subfield code "a" - edition statement proper. The edition statement

proper includes all descriptive wordstand numbers_describingt.the edition up

.

through the word "edition" or its equivalent and anx terms such as "revised"

f
.

or "enlarged" which immediately follow it. In-general the edition statement

should contain sufficient information to distinguish it from another edition.

This subfield code is never explicitly input.

250 ElstEnglish-laiguage ed.1

250 Elst'ed. in the U.S.A. t)

250 ist ed., revised impression.

250 Lambert, Johann Heinrich, 1728-177'7.
-

niVosophische Schriten. Hrsg. von Hans

Werner Arndt.
(Nachdruck der.Ausg. 1764-71)
Hildesheim, G. Olms, 1965.

250 Hillebrandt, AlCreC 1853-1927
Vedische Mythologie.

(Reprografischer Nachdruck der 2. ver'dnderten

Auf32.0.8Teslau 1927-29)

)&ldesheim, Gg. Olms, 1965.
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Edition statement
Tag 250

b., Subfield code "b" - remainde of information up to the imprint after

the edition statement proper.

Numeric tag

250 2d ed., rev. and enl. $b
by W. H. Chaloner.

250

25"1

250

- 32-

New rev. un4 enl. ed. tb

With appendix: the coins

'and banknotes of the
British Nndatory Govern-
ment of Palestine.

3d ed., completely reyised
and brought up to date. tb

With a foreweird by J. Jones.

'4. Aufl. tb Mit 55 Abbildungen.

(pberi. aus dem Russis.chen

von Haxdwin Jungclaussen)

PO4



Imprint .

Tag 260

IMPRINT (260).

A. IDENTIFICATION.

1. tag. The tag for imprint is 260.

2. Indicator. -The publisher is sometimes Amitted from the 'imprint because

it is the same as the main''entyy (AACR 140D). When this occurs, an indicator in

a

the first position will show .whether the name of the publisher is to be found

in the main'entry as follows:

Publisher is not main'ehtry 0

Publisher is main entry 1

The second indicator position is always blank.

S. Subfield codes and delimiters. Thrqp data elements have been &fined

which require explicit identification by thean4 of subfield. codes in the ident-

ification block (place, publisher, date). The data elements are separated from

one another in the data by a delimiter plus,Ka subfield code.

a. The data elements in imprints are identified by subfield codes

as follows:

Subfield code Data elemen

a (never explicitly input when Place

occurring as the first data
element in the field)

c

Publisher

gate

These data elements occur most frequently in four patterns; therefore, implicit

identification blocks may be used to represent these patterns as follows:
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Numeric tag Data

Imprint
Tag 260

260
Place, rb Publisher, tc Date

260
Place, fa Place, Fb Publisher, fc Date

260

260

260

Place, ta Place, fa Place, fb

Publisher, tc Date

Place, fb Publisher, ta Place, Fb

Publisher, fc Date

Place, fc Date

260
Place, fa Place, fa Place, fa

Place, fb Pub, fc Date

b. The abbreviations "n.p.," meaning "no place," and "n.d." meaning "no

date," are to be regarded as data elements.

260

260

ETI.R. 3 $b Smrth, fc 1968.

New York, tb Smith fc on.d.1

c. The .data element "publisher" may include distributing agents or other

kinds of statements, Regard such statements as, part of the "publisher" dat

element/41--"---

260 Washington, fb Published fot the Libraryiof

Congress by the Gertrude Clarke Wfiittall

Poetry and Literkture 'fund; Efor sile by

the Superintenderit of Documents, U.S.

Govt. Print. Off. 3 lc 1964.

260 Manila, tb Philippine Education Foundation;

distributed by University Rook Supply, tc 1961:

260 Madrid, fb Editorial Ran y Fe; exclusiva de

yenta: Ediciones FAX tc

d. The data element "date" may include more than onedate.

260 New York, fb Smith, fc 1965, c1964.



Imprint

Tag.260

Numeric tag/

Graz, te Wien, !a Munchen, fb Universal
Verlags- and Vertrieb,sgesellschaft
-tc (1966)

London, tb.Macm.illan; A New York, fb

St Martin's Press,' tc 1961 tc1960 3

Paris, tb Impr. Vincent, fc 1798 fa
ci.e. Bruxelles, Fb Moens, fc 1883 3
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COLLATION (300)

A. IDENTIFICATION.

1. Tag.. The tag for the collation is-300.
N

I

Collation
Tag 300

4.

2. Indicator. No indicators are used in either position with this field.

N. Subfield codes and delimiters. Three data.elements havepeen defined

which require explicit identification by. means of subfield codes (paging or

volume(s), illustrations, height). The data-elements are'separated from one

another in.the data by a delimiter plus -a subfield code.

A. The data elements in the collation 'are identified by subfield

`codes as follows:

Subfield code Data element

a (never explicitly
input when Occurring
as the first data

element in the field)

b

Raging

Illustrations

Height

These dataielements often occur in the following pattern: paging, illustrations,

height.

Numeric tag

300

300

Paging, I-1) Illustration, fc Height

Paging, fe Height

b. When.the two parts of the collation devoted to paging and illustrative

matter are combined, treat the data as the "paging" subfield.

300 vi, 201 p. (p. 198-201 advertisements) tbmaps. 4c 22 cm.

300 120 p. (chiefly Mils., maps, ports.) $ 25 cm.
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Collation
Tag 300

300 1.v. (chiefly illus., maps) tc 25 cm.

300 1 portfolio (t2)., 72 plates) fc 25 cm.

300 74-p,, 15 p. of music tc 25 cm.

300 8.2., 65 p: of illus. tc 25 cm.

300 270 p. with illus. tc 21 cm.

300 83 maps. tc 33 cm.

300 60 p., 60 col. plates. tb 1S illus. (part
col..) tc 32 cm.

300 geneatable. fc 5t x 43 cm, fold. to 43 x 31 cm.

c. Volumes or portfolios consisting of plates and not numbered con-

secutively with the other volumes of a set are 'specified separately in the

collation. For purposes of inserting the delimiter and subfield code, regard

such volumes or portfolios as part of the "paging" data element.

300 3v. and atlas (10 plates) tc 30 cm.

300 169 p. and atlas (31., 18 plates).: #c 28 cm.

300 31., 100 p. tb illus. fc 2S cm. fa and portfolio
(24 plates) fc 30 cm,

300 6'v tb illus., maps. fa and 3 atlases
(maps, plates) fc 22 cm.

300 9 v. in 11. tb maps, plates. fa and atlas
(2 V. maps) fc 26 cm.
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Bibliographic price
Tag 350

BIBLIOGRAPHIC PRICE (350)

0

The price (or pricesY of an item may occur in the record.
I

A. FORM IN WHICH RECORDED. The Plib appears in-a variety of forms, summarized

as follows:

1. The price appears after the size or the series statement, as the case

may be. .

2. n n general, the price is recorded without an abbreviation.for the

name of the currency and in the form 0.00, e.g.

2.50
4.00

,12.00

0.75

3. The prick may contain a dollar sign, e.g., $4.50, $0.50, etc. In the

Case of count ie using pounds, shillings, and pence, three "places" are pro-

.vided if the pri_e includes pounds and two "places" if theprice includes

shillings and pence, e.g.

3/14/- i.e. 3 pounds, 14 shi)lings, no pence

14/- i.e. no pounds, 14 shillings, no pence

-/10 i.e. no pounds, no shillings, i0 pence

4. In the case of the Italian lira and the Japanese yen, the decimal

point and the two zeros to its right will not be added, e.g.

.486
900

S. In some instances the price jfield will contain information folloWng

the number used to specify the price), e.g.

350 Saudi riyals
43 Mexican pesos

4.95 per vol.
12.50 (v. 1); 0.50 (v. 2)

12.50 (v. 1) varies
12.50 (v. 4)

1.20 (pble.)

12.00 (de.luxe binding)
6.00 (to members)
15.00 (on subscription) '
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_Bibliographic price

Tag '350

6. In some instances the price field will contain multiple prices, e.

47/6 ($5.75)
2.00 (2.15 Can)
12.50 (v. 1); 0,.50 (v. 2).

7. In some instances the price field will contain the'designations

"unpriced," or "gratis."

B IDENTIFICATION.

1. The tag for bibliographic price is 350.

2. Indicator. No indicators are used in'either position with this field.

3. Subfieldicddels and delimiters. Each occurrence of a price is treated

as a data element and i identified by subfield code "a." If two or more

prices occur, inser a delimiter and subfield code - between each price.

350 47/6 fa 05.75)

350 12.50 (v. 1) ta 0.50 (v. 2)
)
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ti Series statement
Tags 400, 410, 411, 440, 490

SERIES STATEMENT

Each series statement is treated as a variable field and is tagged accord-

ingly. A distinction is made between series traced the same as in the series

statement and those traced differently or not at all. This distinction is

made because in a machine record the appropriate tracing and the appropriate

series added entry can be gOerated from the series statement itself as long

as the data in the series statement and the tracing are the same. It then

becomes unnecessary to input the series tracing at all. However, if the series

is traced in a form different from that in the series statement the series

added entry itself must be tagged and input along with the other added

entries in the tracing.,,,

A further distinction is made between author/title series and title series.

A. AUTHOR/TITLE SERIES STATEMENT. The series added entry will be auto-

matically traced in the same form (represented by "(Series)." or "Series:"

.

followed by the data in the same orm as in the series statement).

Numeric
tag

400 Personal name/Title

410 Corporate name/Title.

41:1 Meeting or conference-name/Title

1. Tag. Construct the tag according to the instructions in the section

"Main-Entries," substituting a "4" as the first-'digit of the numeric tag.

2. Wiien the author in an author/title .series is represented by, the

possessive pronoun Its, His, or Her, refer to the main entry,for the author

portion of the series statement. When the computer prints an added entry, it

will substitute the main entry for Itg, His, or Her.
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Series statement
Tags 400, 410, 411, 440, 490

1102 New York Unive sityl fb C. J. Devine Institute

of Finance..\
The commercial banks in a changing world ...

4102 (Its ft Bulletin, tv no. 26)

3. Indicators. Indicators in the first position are the same as those

described in the section "Main Entries." A "0" (zero) in the second position
Apt

specifies that the author of the series is not a main entry; a "1" specifies'

that the author is a main entry.

4. Subfield codes and delimiters. Insert a delimiter and subfield code

"t" between the author element and the title element in an author /title series

statement (see example above).

a. When the series is numbered, insert a delimiter and a subfield code

"v" between the number and 'the rest of the series (see example above).

B. TITLE SERIES STATEMENT. The series added entry will be automatically

traced in the same form (represented by "(Series)" or "Series:" followed by

the data in the same form as in the series statement).

1. Tag. Write tfye tag 440 in front of the series statement.

440 (Developmental medicine and child neurology.
Supplementl no. S)

2: Some series statement's may consist of two elements, in which the first

element is itself a title (e.g., the name of a periodical or a monographic

series) and the second clement is an element related to or dependent upon

the first element (e.g., a subseries).

(Better homes and gardens. Holiday cookbook series, 6)

(Elites et responsabilites/ . Journees d'etudes)

Treat this type of series statement as a title series statement, not as an

author/title series statement.
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_Tags 400, 410, 411, 440, 490

440 (Better homes and gardens. Holiday cookbooks

series, pv 6)

/ ! / /

440 (Elites et responsabilites. Journees d'etudes)

In this type of series, the first element may occur as the main entry and

be represented in the series statement by thy possessive pronoun Its. In this

situation, the main entry will be tagged as a uniform title heading. Never-

the4ess, the series statement should be tagged 440. Since the series is

regarded as a title series, no delimiter and subfield code should be inserted

to separate the two elements of the series statement.
_ _ )

N

130

2451

440--

130
2451

440

Better homes and gardens.
Christmas cook book ...

.(Its Holiday cookbook series, fli 6)

\

Sunset.
Barbecue cookbook ...

(Its Cookbooks?

3. Indicators. No indicators are used in either position with this field.

4. When th.:. series is'numbered, insert a delimiter and subfield code "v"

number and the rest of the \series (see example above).

C. SERIES STATEMENT NOT TRACED OR TRACED DIFFERENTLY. This type of series is

not traced or traced in a form-different from that in the series statement.

1. Tag. Write the tag 490, in- fr t of the series statement.

2. Indicator. An indicator is used in e first position to show whether

the series is traced or not as follows:

Numeric
indictor

0 Series is not traced (untraced)

1 Series is traced in different form
from series statement.

Place the appropriate _-indicator immediately adjacent the third character

of the tag in the identification block.
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Series statement
Tae 400, 410;- 411, 440;- 490_,

4900 (Loeb clas'sical monographs) (NOT TRACED)

4901 (Schriften des Vereins fur Socialpolitik,'n.F,,
Bd. 28) (TRACED IN DIFFERENT FORM)

Note that this tag is used when (as in some series-subseries combinations)

there is only one series statement but more than one series traced.

4901 U.S. Dept. of State
Confuse and control: Soviet techniques in Germany ...

(Its Publication 4107. European
and British Commonwealth series, 17)

8101 U.S. fb Dept. of State. tt Publication jv 4107.

8101 U.S. fb Dept. of State. European and British
Commonwealth series, tv 17)

The second indicator position is always blank.

D. SERIES STATEMENT WITHIN A GENERAL NOTE. Occasionally a series statement

will occur within a general note. Tag only the general note, not the series

statement.

500 Photo-offset. Spartanburg, C., Reprint

Co., 1968. (New York heritage series, no. 4)
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BIBLIOGRAPHIC NOTES

P

Bibliographic notes
Tags.500 - 505, 520

r

f

Each note is treated as a separate variable field and is tagged accordingly.
..

The various types of notes and their tags are as follows:

t

Numeric
tag

500

.501

-,:-

5O2

504

Type of note

General notes

"Bound with" notes

Dissertation not --
./

Bibliography note-

505 , Contents note (formatted)

520 -Annotation or abstract

When a record contains more than one note, repeat the numeric tags.

No subfield code or delimiters An the data are explicitly input.

Use the following guidelines in assigning the appropriate tags to notes.

Where relevant, the corresponding ruf"e number of the Ahglo-American Cataloging

Rules is given. Consult these rules for a full description of the type of note. 1

1. General notes (500). Treat as general notes all notes that,x10 not .

, .

otherwise fit into the categories specified.

rNo indicators or subfield codes are used.

2. "Boundiwith" note (501),(AACR 146). A note specifying that a work is

bound with another work. No indicators or subfield codes ale used. "Bound

with" notes usually begin with the words:

i 9

Bound with

With, as issued,

In case, as issued,- with

- 44 -
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Bibliographic notes
Tags 500*-' 505, 520

3. Dissertation note (502) JAACR 147). Usually a brief formal note giving

the.designation of a dissertation and the institution to which it was presented.

-No indicators or subfield codes are used. Examples':

Thesis--Yale.

These- -Lyon.

Inaug.7Diss.--Heidelberg.

A biographical sketch of the author accompanying his thesis is noted as "Vita."

Treat such a note as a general note. Use the tag "502" only for the type of

Sr
note that explicitly states that a work is a theS'i.s. If a note is of the type

that relates the work in hand to a thesis ("Based on ..."; "First published as

..."), treat it as a general note.
md.

4. Bibliography note 1504)- CAACR 149) A note indi ng that a work con-
,

tains. a.bibl:ography, discography, filmography, or some kind bibliographical

apparatus.: Usually the note consists of the word "Bibliograph followed by

page referCnces. No indicators or subfield codes are usecr. Examples:

Bibliography: p. 25-35.

Bibliographical footnotes.

Inclildes bibliographies.

:"Reading lists": p. 851-910.

Discography: p. 150-152.
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Bibliographic notes
Tags 500 - 505, 520

S. Cc,utents note (formatted) (505) (AACR 149). A note appearing in for-

matted form after the words "Contents" or "Partial Contents'! specifying the

contents of a work. Treat those contents notes that appear as informal

statements as general notes.

Contents notes beginning with the word "Contentja:e divided into two

groups. When the cataloger has the entire set at hand, the contents note

is considered to be "complete." When the cataloger has only a portion of

the set at ham. the contents note reflects the available voltnies and the

note is considered to be "incomplete.",

"Partial contents" is used when the cataloger has the entire set at

handbut chooses to describe Only a portion of the set in the ltents note.

These three types of contents will be specified by means of an indicator--

in the first positic'r as follows:

Numeric
indicator

0

1

C t
Condition

Convents.-- "complete"

Contents.-- "incomplete"

2 Partial Oentents.-- "complete"

The words "Contents," or "Partial Contents.--" plotAtng a f matted

contents note will not be carried in the machine-readable record. Therefore,

do not insert these_words preceding a contents note.

The second indicator position is always blank.

G. lnotaion (520). 'Annotations appear on records that have been

designed r a catalog of chi_dren's literature.

/
f
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Subject added enfties
Tags 600-651

SUBJECT ADDED ENTRIES

Each subject added entry is treated as a variable field and is tagged

accordingly.

A. IDENTIFICATION.

Seven categories of main subject headings have been defined:

.

Numeric tag

600
Personal nae

610
Corporate name (excluding political

jurisdiction alone)

611
Meeting or conference name

630
Uniform title heading

650
Topical subject heading

651
Geographic name (including a political

jurisdiction alone or with subject

subdivision)

690
Local subject headings.

Note that the first four categories are categories common to other- types of

entries ..end are to be tagged, formatted, and deLiAmited according to the instruc-

tions in the section "Main entries." Substitute a "6" as the first character

of the numeric tag. Indicators in `the first position are the same as those

prescribed in the section "Main Entries." In the second position, a "0" (zero)

designates a LC subject heading; a "1 ", a subject heading assigned for use in a-

childreiPs catalog; a "2", an NLM subject heading; a "3", an NAL subject,heqding.

When a record contains more than one subjeCt added entry, use a separate"tag

for each tracing.
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Subject added entries
Tags 600-651

1. Tags. Write a tag in front of each subject added entry.

a. Personal .:amen (606. This category includes:

1) Names of actual persons, capable of authorship.

2) Names.of persons used with the phrase "in fiction, drama, poetry,

etc." Use the appropriate indicators for the first position and subfield codes:

Treat the phrase "in fiction, drama,.poctry, etc." as_a form subheading and

identify it with a delimiter and subfield code "k".

6001 Shakespeare, William, td 1564-1616, fk in fiction,

drama, poetry, etc.

3) Names of families.

4) Titles of books entered under personal author.

01 side, Andre Paul Guillaume, td 1869 -1951.

t Prometheus misbound.

b. Corporate names (610,611). This category includes:

1) Names of organized bodies,established under their own names

or under the political jurisdiction in which they are located or of which they

are a part. (The name of a political jurisdiction standing alone is tagged 651.

See , gory ,.!.)

2) Names of entities such as ships, which are sometimes used as

author headings.

3) Titles of books or serials entered under corporate author.

1102 Fertilizelkorporation of India, ltd. fb Planning

and Development Division. ft Quarterly bulletin.

Supplement.

c. Uniform title headings (630). This category also includes all

titles of works entered under title such as The Atlantic."
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Subject added entries
Tags 600-051

d. Topical subject headings (650). Tits category is a very broad

category, best described as including all subject headings not belonging to any

of the other categories that have been defined. A representative but by no

means exhaustive listing of the kinds of subject headings identified as topical

follows:

1) General terms of the type included in the LC list of subject

headings, e.g., ',dogs "; "chemistry."

2) Systematic names of families, genera, and species in botany

and zoology, and-chemical compounds.'

3) NameA of events and holi a s, e.g., Battle of Tannenberg; Red

Wing Potteries Strike, 1967; Phoenix Park Assassination, 1882.

4) A wide variety of names or terms applied to individual objects

or classes of objects, e.g.:

Neo (Artificial language)
Zinov'ev lette-tk.

Arthur Olaf Andersen Japanese Print Collection
Mauser pist0
AUNTIE (Computer system)
Rolls-Royce automobile
pracas. Bolivar Statue
Beechcraft 17 (Aeroplanes)
Canadian intelligence test
Space flight to Mercury

Babwende (Bantu tribe)
Operation Long Jump

5) Exception: When a subject heading consists ofa personal name

7-
in catalog entry form followed-by the phrase "in fiction, drama, poetry, etc.,"

treat the name in the same manner as personal names. Use tag 600, the appropriate

indicators, and the appropriate subfield codes. See paragraph AO.a.2) of this

section.
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Subject added entries
Tags 600-651

e. GeographiC names (651).. ThiS category includes:.

1) Political jurisdictions--alone or subdivided by subject terml.

651 . France.

651 France-- fx Bibliography.

651 U.S.-- fx Description and travel.

Political jurisdictions subdivided by names of organized bodies are considered

corporate names, category b above.

6101 France. pi Ministere des affaires etrangeres.

6101 U.S. fb Dept. of State.

There some headings that have the appearance of the typA just discussed, but

tare actually headings consisting of non-administrative entities (e.g., neighbor-

hoods.in cities) entered under a plate. Headings of this type '(e.g., Chicago.
t

e'
Kenwooa) are tagged as geographic names (651), not as corporate names (610).

2) Natural features, e.g., bays, capes, rivers, mountains,-desertk,

etc.

3) Geographical regions and celestial bodies, e.g., names of

continents, land masses, planets, stars, etc.

4) Archeological sites.

5) Parks (not capable of authorship), etc.

f. Local subject hdadings (690). This category includes subject

headings for which there is no provision elsewhere.

2. Indicators. Subject headings tagged 690 have no indicators. OtherwiT

two indicators are used with each subject added entry: one to describe the fon*

of name and one to identify the source of the subject heading.
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Subject added entries
Tags 110-651

a. First indicator--form of name.

1) Fields 600, 610, and 611. For these fields, select the indicator

which describes the form of name according to the instructions in the section

"Main entries.4

2) Fields 630, 650, and 651. Since no indicators describing form

of name have been defined for these fields, the first indicator position is,

autom4tially set to a null condition by program. The null condition, which

means that no "intelligence" is being carried) in the indicator position, is

represented graphically on the cathode ray tube screen as a blank.

b. Second indicator--source of subject heading. A second indicator is

used with each subject added entry to identify the source of the subject heading
--4

according to the following code:

Numeric
indicator *

0 Regular LC subject heading

1 Subject headii4 assigned for use

in a children's catalog

2 NLM subject heading

3 NAL subject heading

4 Subject heading supplied by one
of various other libraries

3. Safield codes. Use the appropriate stiblitAd codes according to the

instructions in the section ":lain enttiS.'"--Use additionhl subfield cadcs as

follows:

. Fields 650 and 651. Whenever these fields contain headings con-

sistingoF names or terms entered under place, subfield code "a" identifies



Subject added-entries
Tags 600-651

the entry element and subfield code "b" identifies the data element following the

entry element. This treatment is analogous to that given corporate names entered

under place. Since the data element identified by subfield code "a" occurs

first, subfield code "a" should not be explicitly input; subfield code "b"

ihould always be explicitly input with'a delimiter.

( 650 Car.cas. fb Bolivar Statue.

651 Chi ago. fb Kenwo

b. The phrase "in fiction, drama,

d.

oetry, etc." This phrase is used

with personal names. Treat the phrase as a Eiarm subheading and identify it with

1

a delimiter and"subfield code "k".

6001 Shakespeare, William, td 1564-1616 tk in
fiction, drama, poetry, etc.

c. Subject subdivisions. Each subject subdivision is identified as

follows:

Subfield code Data element

x Subdivisions other than period or place

y Period subdivisioniii-Je4 Early works
Early works

to 1800
to 1900

z Place subdivision Pre-Linnaean

As with other data elements, subject subdivisions must be marked off in the data

by a delimiter and a subfield code. Moreover, the delimk.ter and subfield code

will serve as a substitute for the dash which should not be inserted.

. 650 Art ti History fy 19th century.

650 Zoology fz Cocos Island.

6001 Sheridan, Philip Henry, td 1831-1888 tx Juvenile fiction.

651 Gt. Brit. tx History ty Puritan Revolution, 1660 tz Sources.
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,1 Subject added entries
Tags 600-651

Assigni subfield codes for subject subdiVisions is a straightforward pro-

cedure 1 e majority of instances. The following guideline summarizes these

procedures: All fields require the explicit expression of all subfield codes

except "a" when it identifies the first data element.

d. Author/title subject added entries with subject subdivision. Only

a general subject subdivision (identified by subfield code "e") may occur with

an author/title subject added entry. This general subdivision subfield is in

addition to the subfield codes which may be used for main.entries. ( Period

("y") and place ("z") subject subdivisions may not be used with an author/title
.., .t

.

subject added entry.
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Added entries
Tags 700-740

ADDED ENTRIES (EXCLUDING SUBJECT AND SERIES)

Each added entry is treated as a variable field and is tagged accordingly.

A. IDENTIFICATION.

'4
Six categories of added entries have been 'defined:

Numeric
tag

700

710

711

730

740

710

Personal name

Corporate name

Meeting or conference

Uniform title heading

Title traced differently

Name not capable of authorship

Note that the first four categories are categories common to` other types of

entries and are to be tagged, formated, delimited and subfield coded accord-

ing to the instructions in the section "Main entries." Substtute.a "7" as the

first digit of the numeric tag. When a record contains more than one added

entry, use a separate tag for each entry.

1. Tags. Write the tag in front of each added entry.

a. Personal names (700). This category includes:

i) Names of actual persons, capable of authorship.

2) Titles of books entered under personal author.

70011 Gide, Andre/Paul Guillaume, Ird 1869-1951.

ft Prometheus inisbound.

bk Corporate names (710,711). This category includes:

1) Names of organized bodies, established under their own names or

under the political jurisdiction in which they are located or of which they are
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Tags 700-740

Political jurisdictions standing atone are included in this category.

Names of entities such as ships, which are sometimes used as

author headings.

3) Titles of'hooks or serials entered under corporate author.

71021 Fertiliz Corporation of India, ltd. fb
Planning an evelopment ft

Quarterly Bulle . Supplement'.

4) Names not capable of authorship '(ice A.l.e below).

c. Uniform title headings, (730). This eategor7,41so includes all

titles of works entered under title such as "The Atlantic."

d. Title added entries.

1) Traced the sw.e. A title added entry which takes the same

form as the short title is represented in the tracing by-the word "Title."

When the title added entry is the same as the short title, it will not exist

as a separate field in the machine-readable record, but there will be an

indicator fcr the title statement whiCh may)poused to generate automatically

1a title added entry and the word "Title." and its appropriate numbering in

the tracing.

2) Traced differently. Tag a title added entry which takes a

form different from that of the short title 740. Such added entry tracings

consist of the word "Title:" followed by data. The word "Title:" and its

appropriate numbering will be generated automatically'hy the computer on output.

e. Names not capable of authorship (710)-:- This category refers to

names used as added entries under the provisions of AACR 33L. Treat such

names asthough they were corporate names, and use tag 710.

71021 Arthur Olaf Anders'en Japanese Print Collection.
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Added entries.

4 Tags 700-740

2. Indicators. Two indicators are used with each added entry: one to de-

-scrile the form of name and one to identify the type of added entry (to facilitate

the arrangement of a f'

a. First indicator--fOrm of name.

1) Fields 700, 710, and 71.x. For these fields, select the indicator

which describes the form of name according to-,the instructions in the section

"Main entries."

2) Fields 730, and 740. Since no indicators dscribing form of

name have been defined for these fields, the first findicator position is auto-
-.

matically set to a null condition by program. The null condition, which means

that no "intelligence" is being carried in the indicator position,'is repre-

sented graphically on the cathode ray tube screen as a blank.

b. Second indicator--type of added entry. A second indicator is used

with each added entry to identify the tyre of added entry according to the

following code:

Numeric'
indicator

0

1

2

Alternative entry

Secondary entry

Analytical entry.

The above three types of added entries h;iiitbeen &lint(' in order to fa-
,

cilitate the arrangement of a file. Each type of add&d,fary may be subfiled

by a(ifferent data element.

1) Alternative entries: A "0" (zero) indicator will shOw- that

the added entry could be subfiled by title. Use this indicator when an added--



ti

Added entries
Tags 700-740

entry is likely to be thought of as an author of the work. The following

categories are typical:

(a) Most'coTporate added entries.

71010 U.S. fb Library of Congres9!

(b) Personal added entries without designation of function

71000 Karnes, Henry Home, fc Lord, fd 1696-1782.

(c) "Joint author" and "joint compiler", added entries.
A\

(d) "Supposed author," etc., added entries.)

(e) -Personal and corporate added entries with legal desginations

(relators) such as "defendant."

(f) "Editor" and "compiler" added entries when the main entry is not

a personal name.

2) Secondary entries: A "1" (one) indicator will show that the

11

added entry could be subfiled by main entry. Use this indicator with all added

en os not otherwise covered including the following:

(a) Nonanalytical title or author/title general secondary entries.'

70011 Shakespeare, William, fd 1564-1616. ft Hamlet.

(b) Illustrators, translators, and arrangers.

(c), Editors, when main entry is a personal name.

3) Analytical entries. An analytical entry is an added entry

made to show that the book in hand contains the text of the work represented

by the analytical entry (added entry I in the following Aample):



May, Robtit Lewis, 1905-
Rudolph the red-nosed reindeer, and Rudolph, the

red-nosed reindeer, shies again [by] Robert L. May.
-Chicago, Follett Pub. Co. [1964-3

63 p. col._illus. 30 cm.

I. May, Robert Lewis, 1905- Rudolph, the red-

nosed reindeer, shines again. III. Tiitle:

Rudolph, the red-nosed reindeer, shines again.

Added entr es
Tags 700 740

'The purpose-of the analytical entry indicator in the added entry tracing is
44

to.insure-that the added entry, which represents an edition of a work, is filed

with entries for other editions of the work ahead of general secondary added

entries.

In the card catalogs maintained at the Library of Congress this arrangement

is achieved by adding the publication date as, part of the heading, but this is

not printed as part of the tracings on the cads. Other additional filing

information (such as original title, language) as well as a date may appear with

an analytical added dntry,in the Library of Congress catalogs to Ncilitate filing.

Although such additional filing information is not printed as part of '-he

tracing on LC cards, it does appear on MARC records...Early MARC policy ww, to

4

put all this additional filing information in-a single subfield "u" after the

title which appears in subfield "t". Current policy is not to use subfield "u"

but to consider all such information as part of the "t" subfield. Depending on

when a particul-r record entered the MARC data base, records 'pay be found which

exemplify both policies. At present the MARC Development Office is working on

more specific coding for such elements as date, original title, and language as

they appear in analytical entries.

OCLC's policy is to print all subfields which appear in the MARC record, both

in the tracing and in the heading to which the tracing refers. Whether the ad-

ditional filing information was coded "u" or "t" will not affect the order in

which it is printed.
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Added entries
Tags 700-740

In doing original cataloging the important thing to remember is that any in-
-,

formaxion placed at the end of the title in an added entry identifies it as an j

analytical added entry and requires the use of a "2" indicator. Until the MARC

Development Office specifies otherwise all this additional information should be

placed in the "t" subfield.
0"

Language names ujed as addtilltional filing information should be written out

in full with a period following the language named last. The last character of

the field should be a punctuation mark,usually a period. The following examples

illu.:trate these points, the first using a "u" subfield and the second placing

similar information in the "t" subfield.

70012 Hegel ;George Wilhelm Friedrich, fd 1770-1831.

$t Who inks abstractly? Fu Wer del-4kt abstrakt?

English. 1966.

70012 Hazlitt, William, fd 1778-1830. ft On the fear

of death. French and English. 1966.

Analytical entries may also be made for works entered under title. The

technique is the same as described above except that an "author" element is

lacking and the entry is tagged as a uniform title heading.

7302 Acta Coglitiorum. 1807.

Some analytical added entries contain language and date information that is

an integral part of the heading. This information was never identified by sub-

field code "u". The use of language and date as an integral part of the heading

is particularly common to records representing works of sacred literature (Bible,

Koran, etc.), although it may on occasion be used with certain kinds of laws as

well.

71022 Jews. 4k Liturgy and ritual. Hagadah. English. 1969..

3. Subfield codes. Use the appropriate subfield codes according to the in-

structions in the section "Main entries." Use additional subfield codes as follows:
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Added entries
Tags 700-740

a. Field 710. Whenever a name not capable of authorship is of the type

that is entered under place, subfield code "a" identifies the entry element, and

subfield code "b" identifies the data element following the entry elemen'. This

treatment is analagous to that given coi,rorate names entered under pace. Since
.0-

the data element identified by subfield code "a" occurs first, subfield code "a"

should not be explicitly input; sUbtield code "b" shotild :,1Ways be explicitly in-

put following a delimiter at the appropriate place in the data.

71011 ,Berlin. fb Museum Dahlem.

71011 ew York (City) lb Empire State Building.

b. Analytical added entries are followed by c.er-,ain filing information.

White early MA1C policy was to identify this filing information by subfield code

"u" it should now be considered an extension of the "t" subfield. See paragraph

A.2.b.3) of this section.
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Series added entries
Tags 800, 810, 811, 840

SERIES ADDED ENTRIES TRACED DIFFERENTLY FROM FORM IN SERIES STATEMENT .

Each series added entry treated as a variable field and is tagged accord-

ingly. A. distinction is ade belKeen series added entries traced the me-as

\

in the series statement,and those traced differently. This distinctions made

because in a machine record the appropriate tracing and the appropriate series

added entry can be generkted from Uve series statement itself as long as the

data in the series statement and the,traciN are the same. (For the tagging of

series statemenLs, see the section "Variable field: Series statement.") It

then becomes ;1nnecessary to input the series tracing at all. However, if the

series is traced in a form different from that in the series statement, the

series added entry itself must be tagged and input. A further' distinction is

made between author/title series and title Series. When a record contains
a

more than one series added entry, use a separate tag for each entry.

A. AUTHOR/TITLE SERIES STATEMENTS. The series added entry is traced dif-

ferently from the series statement.

Numeric
tag

800

810

811

Personal name/Title

Corporate name/Title

Meeting or conference name/Title

1. Construct the identification according to the instructions in the section

""-in entries," substituting an "8" as the first digit of the numeric tag.

8101 (Mexico (City) fb Universidad Nacionai.
fb Instituto de Investigaciones Historicas.

Serie de historic general, fv 5)

2. When the series is numbered, ins ri a delimiter and subfield code "v"

between the number and the rest of the series (see example above).

- 61 -



Series added entries
Tags 800, 810, 811, 840

B. TITLE SERIES. The series added entry is traced differently from the

series statement.

1. Write the tag '40 in front of the series added entry.

840 (Developmental medicine and child neurology.
Supplement tv no. 5)

2. Some series adde entries may consist of two elements, in which the

first element is itself a title (e.g., the name of a periodical or a mono-_

graphiee series) and the second element is an element related to or dependent

upon the fifst element (e.g., a subserles).

(Series: Setter homes and gardens. Holiday cookbook series, 6)

(Series: Elites et responsabilites. Journees d'etudes)

Treat this type of series added entry as a title series added entry, not as

an author/title,series added entry. Do not insert a delimiter and subfield

code betwc_n the two elements.

840 (Better, homes and gardens aoliday cookbook series, f6)

840 (Elites et responsabilites. Journees d'etudes)

3. When the series is numbered, insert a delimiter and subfield code "v"

between the number and the rest of the series (see example above).
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APPENDIX I

Tag Indicator Data

Eledent

1 Identifier
Preceded by

a

Separator."

100

110

111

e

Name .

Personal name as main entry
(Names may be es blished in

confoimity with t ALA or

Anglo-American ru

0 Forename only

1 Single surname

2 Multiple surname

3 Name of family

0 Main entry is not subject

1 Main entry is subject
a Name
b Numeration
c Titles and other words'asseciated

with name
Dates

e Relator
i

k Form subheading
t Title (of book)

Corporate name as main entry

0 Surname (inverted)

1 lace or place and name

2 Narne (direct order)
Main-entry is not subject
Main entry is subject

a Name
b Each subordinate unit
e ,Relator

k Form subheading

t Titlejof-book)
Codererite or me,:ting as main entry

0 Surname (invettek
1 Place and name-

2 Name .(direct dl.derY,

0 Jr Main entry is not subject
Main entry is subject

r
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11111111"

130

240
0

1

241

0

1

245

0

1

250

260
0

3(70

350

400*
0

2

3

Appendix I

a Name

b Number

c Place

d Date

e Subordinate unit in name

g ,
Other information

k Form subhepding

t Title (of book)
Uniform title heading as main entry
Null condition in 'first indicator.
Main entry is not subject-
Main entry AS subject

a Uniform title heading

t 4 Title (of a book)
Uniform title
Not printed on LC card
Printed on LC card

a Uniform title
Romanized title
Does not receive titd.).-added.entry
Receives title added entry

a Romanized title
Titier-stiarement
No title added entry in this form
Title added entry in this form

a Short title

b Remainder of title

c. Transcription of remainder of title
page-up to next field

Edition statement

.a Edition

b Additional information
Imprint
Publisher is not main,entry
Publisher is main entry

a Place-
Publisher
Date
Collation

a Pagination or volumes

b Illustration(s)

c Height
Bibliographic price
Bibliographic price
Series notepersonal name
Forename only
Single surname
Multiple surname
Name of family

*Used only when "series is traced An the same form.
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Appendix I

0 Author of series is not main entry

1 Author of series is main entry

a Name
b Numeration
c Titles, other name-associated words

d Dates
e Relator
k Form subheading
t Title (of series)

Volume or number

410* Series note--corporate name

0 Surname (inverted)

1 Place or place and name

2 Name (direct older)

0 Author of series is not main entry

1 Author of series is main entry

a Name

b Each subordinate unit

e Relator
k Form subheading

.t .Title (of series)
Volume or number

, 411* Series note--conference

0 Surname (inverted)

1 Place and name

2 Name (direct order)

a Name
b Number
c Place

d Date
Subordinate unit in name

g Other information
k Form subheading'
t Title (of book)

Volume or number

440* Title
a Title

Volume or number

490 Series untraced or trace& diffetently

0 Series not traced

1 Series traced differently

a Series statement

7 500 6,:neral note

a General note

501 "Bound with" note
a "Bound with" note

502 Dissertation note
a Dissertation note

504 Bibliography note

a Bibliography note

505 Formatted contents note

-411sed only when series is raced in the same form.
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Appendix

0 "Complete" contents

1 "Incomplete" contents

2 Partial contents

a Contents note

520 Abstract or annotation

a Abstract or annotation

600 Personal name as subject added entry

0 Forename only

1 Single surname

2 Multiple surname

3 Name of family

0 LC subject heading

A4 Subj. heading assigned for use in

children's catalog

2 NLM subject heading

3 NAL subject heading

a Name

b Numeration

c Titles,,o r name-associated words-

d Dates

e Relator

k Form subh ading

t Title (of book)

x General

y Period sugaivision

z Place subdivision

610 Corporate name as subject added entry

0 Surname (inverted)

1 Place or place and name

2 Name (direct order)

0 LC subj,ct heading

1 Subj. heading assigned for use in
children's catalog

2 NLM subject heading

3 NAL subject ,heading

a Name

b Each subordinate unit

e Rplator

k Form subheading

t Title (of book)

x General subdivision

'y Period subdivision

z Place subdivision

611 Conference .as subject added entry

0 Surname (inverted)

1 Place and name .

2 Name (direct order)
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630

650

651

0

1

Appendix I

0 LC subject heading

1
Subj. heading assigned for use in

children's catalog

2 NLM subject heading ,10

3 NA subject heading

a Naie

b Number
Place

d Date
Subordinate unit in name

g Other info unction

k Corm subheading

t Title (of book)

x General subdivision

y Period subdivision

z Place subdivision
Uniform title heading as subject

added entry
Null condition in first indicator

0 LVtlbject heading

1° Subj. heading assigned for use-in

children's catalog

2 NLM subject heading

3 NAL subject heading

a Uniform title heading

t Title (of book)
General subdivision

y Period subdivision

z Place subdivision
Topical subject added entry

0 LC subject heading

1 Subj. heading, children's catalog

.2 NLM subject heading

3 NAL subject heading

a Topical subject heading

b Name following place entry clement

General subdivision

y Period .ubdivision
Place :albJivasion
Geographic- name (not capable of

, Authorship) as subject added entry

Not entered under"place
Entered under place

0 LC subject heading

1 .

Subj. heading assigned for use in

children's catalog

2 NLM subject heading

3 NAL subject heading
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a Geographic name
b Geographic name following place

entry element
x General subdivision
y Period subdivision
z Place subdivision

690 Local subject headings
Reserved for user
Reserved for user

a , Subj.ect heading

x General subdivision
y Period subdivision
z Place subdivision

700 Personal name as added entry
0 Forename only

1 Single surname

2 Multiple surname
3 Name of family

0 Alternative entry '
1 Secondary entry

2 Analytical entry
a _ Name

b Numeration
c

.4
Titles, other name-associated words
Dates

e Relator
k Form subheading
t 4 Title (of book)
u Non-printing filing information

710 Corporate name as,added entry
0 Surname (inv-erted)

1 Place or place and name
2 Name (direct order)

0 Alternative entry
1 Secondary entry

.2 Analytical entry

711

0

1

2

0

1

2

a

D
e

k
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Relator
Form subheAing
Title (of book)
Non-printing filing information
Conference as added entry
Surname (inverted)
Place ana name
Name (direct order)
Alternative entry
Secondary entry
Analytical entry
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a Name
Number

c Place

d Date
e Subordinate unit in name

g Other information
k Form subheading
t Title (of book)
u Non-printing filing information

730 Uniform title heading as added entry
Null condition in first indicator

0 Alternative entry,

1 Secondary entry

2 Analytical entry
a Uniform title heading
t Title

7"*'

u Non-printing filing information

740 Title traced differently from
shor t title

$ Null condition in first indicator

O. Alternative entry

1- Secondary entry
2 Analytical entry

a Title traced differently from
short title

750 Name not capable of authorship

0 Not entered under place
Entered under place

0 Alternative entry

1 Secondary entry
2 Analytical entry

a Name,or place entry element
b Name following place entry clement

800* Personal name -title series added entry

810* Corporate name-title series added entry

811* Conference-title series added entry

840* Title series added entry

*Tags in the 800's are used for series added entiies traced differently from

the series statement. With the exception that no second indicators are used

in the 800's, the indicators and data element identifiers a'-e' the same-as .

those used with the 400's.

- 69 -
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PREFACE

This manual describes operation of the Irascope terminal used in the Ohio
College' Library Center's computerized, on-line shared. cataloging system. The
manual is intended for-use as a reference tool by a cataloger after he or she
has received instructio -n-use of the terminal.

'Neitherithe manual nor in-sl-mction can cover all possible events and
their interreactions. However, it-18-expeCted that after a few weeks of
experience, a cataloger will only occasitmally-need to refer to this publication.
Nevertheless, tk may be times during those-early weeks when a cataloger
may be engulfed paralyzing bafflement unrelieved_ by previous instruction or
this manual. Before this state becomes catatonic, call the Center for_relief.

The Ohio College Library Center is grateful to the Library of Congress and
the American Library Association for permission to reprint Appendix II from
Books: A MARC Format and for permission to include in Appendic I excerpts from
a table entitled "Extended 8-bit ASCII1Character get for MARC II Format" in
the same publication.
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INTRODUCTION

The principal objective of the Phio College Library Center is to infrease
availability of library resources for use in educational and research programs of

Ohio colleges and universities. The principal economic goal of the centertis to

lowerthe rate of rise of per-student library costs while in'creajsing availability-

of library resources.

The on-line shared-cataloging system for which this manual has been prepared
will supply on cathode ray tube terminals in each institueion's library union
catalog information, information as to availability of ecific items in other

R1.1

member libraries, infOrmation concerning holdings of neighboring Libraries to be
used in book selection and avoidance of unnecessary duplication, biblioziiiphical
information to be used in ordering, and bibliographic information to used in

cataloging. In addition, the system will furnish to each member library' catalog
cards in final form arranged for-filing.in individual packs to go into' specific

catalogs. The Manual for OCLC Catalog Card Production (February 1971) describes
the many options availible to Members for the formating of catalog cards for their

individual catalogs. 1 , -

1

A major procedural goal of the on-line cataloging system is to furnish
cataloging personnel in individual libraries with bibliographic information when
and where they need it. It is intended that when a book leaves the terminal,
bibliographic cataloging will be complete as well as physical processing except
for affixing spine labels and labels for book cards and book pockets. .

_i A major economic objectiv4-is to reduce cataloging costs to member libraries

-......, by taking advantage of cataloging perforted elsewhere and thereby eliminating '

duplicate effort. Employment of labor saving machines will of itself further

reduce,wsts. 4

Each kodivichial library will have its own design for flow of work and

cataloging on a cathode ray tube (CRT), terminal, nd these work flows will vary

in procedural detail from library-to library. Us of the-OCLC system will vary

from a library that mimics LC bibliograikic data nd LC call number to a library
employing Dewey classifiation that would not only alter the Dewey class number

but also add a book number. ,

---
The positon of the terminal in a wqrk flow diagram should.be the same

location as _that where the writing-of LC card numbers .on punch cards occurs in

usof the-off-line catalog production system. Work flow dfagrams will c!lange

for some libraries, particularly for those libraries that search for biblio-
graphic cataloging information 'in addition to verifying a title to avoid
duplication at time of ordering. .Moreover, as the on-line-data base expands in
size and,utility, it is quite likely that further changes will be invokvd in work

flows. I
,

The following four sections ofthis manual describe operation of the terminal,
techniques for searching for bibliographic information, cataloging using biblio-
waphic data obtained from the system, and input cataloging for inserting into the

system. Figure 1 is a flow chart that depicts activity at the CRT. Details for

the manipulation of bibliographic data are to be found in thq!manual entitled
Creation of Machine-Readable Catalog Entric;; an Adaptation of the 'Tata. ,

Preparation Manual: MARC Editors" (M,Ay 1971).

4



FIGURE V. General Flowchart On-line Cataloging System, 15 May, 19 71
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Text of commands to be communicated to the c- .puter are printed in upper case

in this manual to a-.01,1 pcssible a7biguity. For t-rple "END" is used as the
command a cataloger employs to instruct the computer that he has ceased to operate
the terminal, but the comeuter wi.1 also recognise "end".

OPE ION OF TERMINAL

A cathode ray be terminal is small satel_te computer that possesses a
memory and logic circus for ranipu atiqg alpharumeric characters. Outwardly it

appears as having a screen t unli th on a "television set (Figure 2) and a

keyboard that resembles that o pewriter (Figure 3). When the terminal is
turned on, there is a blinking curs sisting of a blinking vertical line that
appears in the upper left-hand corner ,the screen. Whenever a key on the key-
board is depressid the correspondi'ng charaoter appears in the position occupied
by the cursor. the cursor then moves one pOSit,ioh to the right or to the start
of the next line in the event that depression key occurred when the cursor
occupied the last position in a line.

The central computer can also communicate with a C ft'f terminal and place

information in its memory to be displayed on the screen.

Cathode ray tube terminals are solidly b ilt but are not indestruct e.

Ordinary usage, such as that given a typewriter, will do no damage to the
terminal. However, if one pushed the terminal off a desk onto the floor. the
effect on it would be the same as would be'achieved if one pushed a portable
.television off a desk onto the floor. It would be wrecked.

The terminal is turned on by rotating the knob below the lower right-hand
corner of the screen (Figure 2) in a clockwise direction for about 180 degrees.

_ Soon the cursor will appear blinking in the upper left-hand corner of the screen.
Next the brilliancy of the characters may be adjusted by rotating the knob in
either a clockwise or counter-clockwise direction.

To. the right of the screen is a column of three yellow indicatorndicator lamps

bearing captions INSERT MODE, MSG WAIT and KBD LOCK. The significance of the
top and bottom lamps is explained in subsequent sections of this manual. The

middle lamp (MSG WAIT - message waiting) illuminates when the computer has a
special message to communicate to the terminal. To receive the message the
cataloger should return the cursor to the home position if it is not already at
home, type MSG, depress the key labeled DISPLAY REC'D and then SEND. The

-computer will display the message on the screen. The computer will hold the
Skissage until the cataloger indicates as described above that it -;s convenient
to ieccive the message; a waiting messag- will in no way interfere with normal
cataloging activity on the terminal.

Logging In

After having turned on the CRT, or whenever a cataloger first begins to use

a CRT, he should log in. If someone else has left text on the screen of the
CRT, the screen should be cleared by simultaneously depressing the keys labeled
CONTROL and CLEAR PAGE. This action willerase data on the Screen and will
return the cursor to tie home position, which is in the upper left-hand corner
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of the screen. If there is no text on the screen but the cursor is not in the
home position4 it can be returned. to home by depressing the key la,bled HOME.

_ -

The cursor should be returned _to the home position before a request
_is typed to be sent to the computer.

TO-continue the prOcess of logging in, the cataloger should next type his
or her Social Security number including the dashes (i. e.,442 3=1 6fI2 71) and

_depress the key labeled SEND. The computer will now acknowledge that the
-cataloger has been' ident:fied. Catalogers will be qualified either to make full
use of-the system including.production of oatalog cards or to make partial use
of the syStem not involving production of catalog cards. Partial authAr'ization
will be provided for those individuals whose cataloging must,be revised before
cards are to be produced and holdings information and input cataloging are to be
entered into the system. The cataloger need enter hie or her Social Security
number only at the beginning of the period when the cataloger will be using the
terminal. When the cataloger ceases to use thb terminal, the screen shOuld be
cleared or the cursor returned to home if the screen is already clear, END should
be typed and SEND depressed. Such action will prevent another person fpomoising
the terminal until he has identified himself to the system.

EL:11221rd

The keyboard- consists of a standard typewriter keyboard plus many additional
characters and d variety of special function keys (Figure 3). The five function
keys, most of which are at the right end of the keyboaid, are employed to
commuhicate-with the terM4nal and to edit text on the screen.

SOM: The left-most column in the mainebank of keys contains three function
keys: SOM, SEND and CONTROL. SOM stands for-"Start of Message". The start-of-
message character is a triangle .(te.) and must always be at the beginning of any
message or string of text to be communicated to the computer. There is a
perManent start-of-message'character at the beginning of the first line, but i4
is not displayed on the screen. The start-of-message character'can be insertee
into the memory of the terminal and therefore onto the screen by simultaneously
depressing the CONTROL key and the SOM key. Any text then inserted between the
start-of-message character and the cursor will be transmitted to the computer
when the'SEND key is -depressed.

SEND: When the SEND key is depressed an internal flag is set that indicates
to the computer that the term4 Js data to be transmitted. The computer will
then instruct the terminal Lc mit the data and will acknowledge to the
terminal when the data has be ,rived successfully. As soon the SEND key
is depressed, a yeilow indi(.atoi lamp to the'rit.ht of the ,Lreen Dearing the
caption KBD LOCK (1.,i)Jire 2) will illuminate "and l i11 rem, in lit until the computer
acknowledges successul receipt of the tran'smi ssi on. During the period that the
keyboard is locked, it is impossible to operate the keyboard.

CONTROL: The CONTROL key is a safety device to prevent loss of data by
accidentally depressing SOM, MSTR RLS,T or CLEAR PAGE. Accidental insertion of the
start- of- messag character could lead to loss of data in transmissanfin that not
all data intended for transmission would be transmitted. Similarly, accidental
depression of MSTR RESTA and CLEAR PARE could cause loss of data from the memory
of the CRT terminal.



INSERT: At the right-hand end o,f the keyboard there are thirteen function
keys. The first key in the to row labeled INSERT puts the terminal into-insert
mode when it is depressed. 'All other key'then produce -the same action .hen
depressed while the terminal is in insert mode as in normal mode except for-the
space bar at the bottom of the keyboard. In normal mode, this space bar operates
exactly like-the space bar on a typewrite'. That is to say,, it advances tht
cursor without' having any effect on the text already typed onto the .screen
However, in insert mode the space bar always inserts a blank and_.mov4 existing
text one position to the right. 'To advance the cursor-GI-thou taltering text when
the terminal,is in insert mode,.the'thid key in the fourth rol from the top,
bearing thd arrow pointing:to the right, should be depressed.

When INSERT is depressed, the Imost of the three indicator :laps to the
right of the screen (Figure 2) will' illuminate with the caption INSERT MODE. If
the cursor 'is not alseady in the position where the insertion is to be made, it
should be moved to that position using the cursor-mOve keyson tlle'third, fourth
and fifth rows of function-keys. After the cursor has be6n rositioned, the
cataloger can then'type in text that is to be Inserted. Text already on the`
screen will move to the right and upon reaching the end of the line will move
down to the next lineas the terminal opens up that line to receive text, 'When
the insertion is complete, the INSrRT key_should be dePVeised again to return the
terminal to normal mode.

'DELETION: To delete a character cue the cursor'on the unwanted character
and depress the key, labeled DEL,PARA DLL. the delete key 'DEL wj,11 cause_ the
character at the cursor position to be deleted and will move all text to the right
of the cursor its that line one position to the left, providing that a carriage-
return (F) ar paragraph mark terminates the line. If the delete key is held
down, the delete operation repeats until all of the text on the lino has been
erased. If the delete key is still kept depressed; the text on the next line is
moved up with the first character position at the Cursor location and the delete
operat'-ni continues as long,as the delete key is held down.

When the delete, paragraph function L PARA is activate° by first depressing
the ESC key and then the DLL PARA key; all characters up to a maximum of 2.56 from
the cursor position to, but not including, the next following paragraph-mark
character are deleted. The 'paragraph -mark character will appear at the cursor
position.

msrR RESET: Thee third key in the top row is labeled MSTR RESET, which
stands for "Mastet Reset". Simultaneous depre!.sion of the CONTROL key with this
key will initiate the display, restore the keyboard, and return the cursor to the
Ironic position. This _function does` not clear the di ,;ploy meivi,y, so thit tc..;:t in

the memory ';111 not be lust. In generskl, whenevr the terminal does not 1.!snond
to any action for a protracteu period Hof time, !tich as a minus, it should be
reinitiated by employing MSTR RESET.

ESC: The first key in the second row Of he right-hand.gro.up of function
keys is labeled ESC,- which stand, for "Escape" .\ 13y, depressing andOleasing
this 1:ey and then a keyboard 1<e), the character at the right on a keyboard key
will be inserted into the memory and displafgd on the scr:.,en.

..
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.r,

t

I

.RAGGED RIGHT: The second key in-the second row is labeled RAG'D RIGHT, which
stands for "Ragged Right", a_printer's terra. When typing. on the screen, one can '

type cont.inuously atd the line of textiwill drop down to the next line whenever a
line has 'been filled; When one reaihes the en4 tf a parigraph or field; the
paragraph mark should be inserted. Then the cursor should be moved upward to a
.position in the first line of the paragraph.or.field and to the lift of the tight-
most blank space in the line. When the raggedy -right key is depressed, the screen
will be rearranged so that each line isfilled as fully as possible with complete
words only. Therefore, a cataloger only types a hyphen when it is to appear on
the catalog card irrespective of its position in a line. 'A hyphen should never
be used to divide a word at the &nd of a line. .

-

PRINT: If a terminal has the optional printer attached to it, depression
" of the PUNT key will cause the text on the screen to be typed outlan the type-

writer..

ADVANCE LINE: The first key in the third row of right-hand functioilt keys is
4 ADVANCE LINE. When this key is depressed, the cursor advances to the first char-

acter positiop of the following line. -

HOME: The third key is labeled nomE. Depression of this key returns the
,cursor to the first character position of the first line - the home position.

CLEAR PAGE: The second key in tie fourth line is labeled CLEAR PAGE. This
function can be activated only by siffiultanekus depression of"the CLEAR PAGE key
and Me-CONTROL key. This action erases lb text on the screen and in the
memory. It should be msed only when the data on the screen is no longer needed.

MOVE CURSOR: The second key in the third "row,bears an arrow pointing up. On
the depression of this key, the cursor will move to the corresponding character
position in the line above. If the key is kept depressed, the cursor will continue
to move upward, but if the cursor is on,the top line, it will remain on the top
line except that line roll may occur (Seeline Roll). 4 "?..

. .
.

The first key in the fourth line has an arrow pointing to the left. !If the
key is .kept depressed, the cursor will continue to move to the left, and its
movementwill terminate then it reaches the first character position-of the line-

. The third key on'the third line carries an arrow pointing to the right.
In normal mode this key and the space bar have the same function. Momentary'
,depression of the key moves the cursor one position to the right. if the key is
herd down, the cursor will continue to move to the end of the line and then to
the first position on the following line. In insert mode, this key- the :;lifte

function. .i,
1. .

, ,

Thebotfom key in the right -hand group of function -keys has an arrow point -
ing down. Depression of this key.toill cause the cursor to move to the
corresponding churaLter position on the line below. If the cursor is held down

\it will move continuously down to the bottom line. If the cursor is on the last
11-ine, it willremain on the last-line, except that Line Roll may occur (see Line
\Roll). ,V



Line Roll

4

Line Roll is the mechan sm that piovides Access to that portion of '-he memory
retaining undisplayed on the screen after 32'partially filled 'lines of characters
hfve been displayed. If a. carriage-return pr paragraph mark is entered on the
3d or bottom'lin2 Of the display and the move- cursor -down key depressed, all
lines will move up,_leaving the cursor on the bottom line. The original 32nd.
line will now be the 31st line, and the 31selinewill be4he 30th line, and so A

forth. The first line will disappear from the display screen, but will remain in
the mebry. The bottom line on the screen is now available for data entry. This
process will repeat until no memory remains undisplayed.

,

If the cursor is on the firSt line and a cursor-up command is'given, the
line preceding the first displayed line will return to the display screen in the
first line position; all subsequent Lines will move down one line.' The bottom
line will disappear from the display screen. but. will remain in,memory. This
process will repeat until the beginning of.the memory is displayed at the top
of the display screen.

Depression of the HOME key will return the cursor to the home position and
thereby put the first line of memory on the first line-of the display screen.
All subsequent lines will be repositioned accordingly.

LIxtehded Library Character Sets

The fourth edition of Rooks: a MARC Format describes three "extended lilkrary
character sets": the Greek set, the subscript set and the superscript set.
OCLC will accept characters from these sets and any other sets that may be
established by the Library of Congress for its MARC fgrmats. These characters
will be maintained on the data base ariyd displayed for users4ef the records
containing the characters. However, currently' OGLE has no means available for
printing the characters contained in these extended character Sets. Therefore,
whenever printed' material is made from a record containing one of these characters,
an opening will be left in the text for the character, but nothing will be
Printed therein. It is recommended, therefore, that the'Catalogerspell out
any symbol that is not included-in the standard character set described in
Appendix I.

i

The change from one character set to another is signaled by a broken ver'Xical.
bar, , produced by depressing SHIFT and then SOM. The chhracter that immediately
follows the vertical bar signals which character set is desired: "s" for standard,
"g" for Greek, "b" for subscript and "p" for superscript Once a character set
has been entered, all subsequent characters input will be'treated as members of
that character set. For 'example, if the cataloger wishes'to enter 0.2 into the
system, the. character sequence ":galp2is" would be used, the."Is" signaling
return to the standard character set.

Greek Character Set

After the Greek charapter set mode has been invoked by keying "ig", Greek
characters can be entered into the bibliographic record as follows:

A
Character Name Displayed as Keyed as

Alphz. a at

Beta b b
Gamma c c
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4.

Subscript Character Set
(

-

When the subscript character set mode has.tersignaled by keying su , the

following characters can be entered:

a't
. 4 Charater
2

Name ' Displayed as Keyed as

1.

Subscripc,0
goscript 1

2 Subscript 2
3 . Subscript 3'
4 Sdhscript 4 __,

S Subscript 5 -

6 Subscript/6
.7 Subscript,
8 Subscript'8
9

$ Subscript 9
=

(. Sub'sript Open Paren

) Subscript Close Paren
Subscript Plus,
Subscript Minus
.

I

Superscript,Character"Set

3

a
0

1 ."

2'

3

t.. 4

5

6`

7

8

9

(

).
+
...

.

When the superscript character -set mode has enteredntered bytying "1p", .

rcharacters of the superscript characteset corresponding to the `above list of
subg.Eript characters may be entered into the bibliographic record.

SEARCHING

. -
, Although it would be possible to obtain a biblJographic record froi the

central file-for display on a CRT screen by employing a call number, searching
# fOr bibliographic information wi,11 undoubtedly be done entirely by, use of LC
card numbers and search .keys when LC card numbers are lackAT.

LC Card Number

. . .

The first action of a>cataloger at a CRT is to check the verso of the title
page'of the book to be .cataloged to csb4in the LC card number. If an LC -card.

number is not'on the verso: the search should then be perforated using the search
key.

.
.

Before typing the LC card number Onto the screen, the cataloger thobld
clear the screen by simultaneously depressing CONTROL and CLEAR-PAGE. Type the
LC card number onto the screen, depress the' key labelers DISPLAY REC'D, then
depress the key lAbeled SEND. If the bibliographic record bearing the cal
number typed on the screen is in the master file, it will be displayed
screen as illustrated -in Figure 4.

Compare the bibliographic description on the screen with the title page.
If the description iVfor the bOok at hand; or-if the description varies only
in minor detail such as imprint date, cataloging proceeds as described in the

A
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subsequent section entitled CATALOGING hiTH EXISTING BIBLIOGRAPHIC_INFORMATION.
If the description dues not matO the title page, the search should-then be
carried out using the.se)rch key described under Search Keys, the'next subheading
of this section. , -

.

Infrequently, twwor more truncated bibliographic entries will be-displayed
when a search is pros'ecuted using an LC card number. This event occurs when two
Or more recerds bear the same number, and when.it does occur, the cursor will be
displayft at the homvositOn. Each Of. the truncated entries willbe numbered,
and if one of the.entries appears to match the title page at handi type its
number, (1,vress DISPLAY REC'D, then SEND. The full bibliographic record will
appear on the screen. Compare the description witr title page;' if it fits the
title pageAproceed with the cataloging procedure. the description On the
screen does not fit the title page and if it is thought,thattone of the other
truncated entries might do so, the display of truncated entries can be recalled
by typing PS (abbreviation'for "previous screen"), and-depressing DISPLAY RECD.
and SEND. If bil.liogyaphic record cannot he found by using the LC card number
that matches the title page; clear the sereen and use the search key proCedbre.

Olen the bibli9graphic record on the screen matches the title page of the
book at hand, proceld to catalog it as described in the next section entitled
CATALOGING Win EXISTING BIBLIOGRAPHIC INFORMATION. If the biblogrlphic record
is not found by either LC-card-numbor access or'search-key access, it is then .

necessary to -input the cataloging information as described in a subsequent section
entitled INPUT CATALOGING.'

--Search Keys -.Name-Title-Entries

The OCLC access system by name-title and title-only entries employs g.3`,3
search key. In thecase of the name-title entry, the search key consists of
the first three letters of the mein entry, apd the first three letters of the
first non-English-article .word.-of the-title. ,At the present _time, `foreign

' articles will be ''heated as Vie fiist word.

Punctuation should be deleted from words', and the space, which the
punctuation mark occupied, should be eliminated before the search key -is
constructed. For example, "U.S." should be changed to "US", the search .key will
be "US$" where "0" signifies,a blank. Similarly "O'Brien" becomes "OBrien",
and the search key is "OBr". In constructing the search key for the title,
The co-op in Swede;., the English article "The" should be discarded and the
hyphen eliminated from "co-op". Hence the key is "coo".

The 3,3 search key for a book by John O'Brieu entiticd The Co-op Sweden
(New York, Wiley; 1964) is "OBr;coo". However, it is immaterial to the system
whether upper- and rower -case characteri are used or all upper-case or all lower-
cas.e. The folloWing three search keys. for O'Brien's book are equally valid: 1)
OBT,'doo; 2) OBRiC00i and 3) obr,coo.' When the search -key method of access is
employed, one or more truncated titles will be displayed. on the-screen. A
truncated entry will consist of up to 58 characters of the main entry, and if 58
characters of fhe main entry are displayed, up to,30 characters of the title,
plus the dlte of imprint. This data will be preceded by a sequential number.
If ther6 is but one entry for a-search key, as yin be the case Rir three out of
four keys, the full bibliographic record will be displayed immediately. Ninety-
nine percent,of,the time, all of the truncated entries for a single search key
will occupy less than one screen. To obtain the full bibliographic record,

I
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type the number of the entry desired; the computer.Will-liave.pltced the cursor
at the home-position. Then depress DISPLAY REC'D and SEND. The full bibliographit'ft
record will appear on the screen.

,

Ifmore truncated entries are found.than can displayed.on one screen,
'4Nbre will be-a message at the top in-the. following form: "Screen 1 of 2
screens ".. To see the next screen, type:.NS, DISPLAY'. REC'D and SEND. To return to'.
the previous screeft, type PS and depress DISPLAY,REC',D and-SEND: If the search
key yields more entries than can be displayed ontwo screens (nine entries per
screen), a message will be put out requesting the cataloger to enter a three-
charactac_key consisting of the first letter of the next three words in the title
following the last word frond which a key had been derived on the previous search.
A comma must folloW the first and second pes,itions in the. key even when a
position is, blank, -Next depress DISPLAY REC'D-and SEND.

' A

The initial search key fer the follawing entry is NS$,NOM", and it.p-roduces
more entries (162) than any oilier key froM a MARC-file of 130,000 records.,

.

U. S. Congress. Senate., Committee on Financer.
Nominations. Qaring, ninety-first COngress,

secoa jd.session.ot nomination of Elliot L: Rich-
ardson, of Massachusetts, to be Secretary of Health,
Education, and Welfare. June 11 and 12, 1910.

III, 43

Upon being requested to enter the three-character key,'the cataloger will type
",11,N,C" (the hyphenated phirase "ninety-first" is treated as one word). Again,
there Will be too many entries (55) for two screens, so'the request for a three-
character'key will bp 'repeated. The cataloger will then enter "S,S,O". This
time there will be 22-replies, so again a three-character key is requested.. The
cataloger now enters "N,&,E". Only one reply will be-made, and it will be the
entry sought.. 71Q, the desired record is obtained in the worst poibIe case.

Search Keys - Title

A work may besearched by its title in a name -title or title-wily entry,
The format of the title-type search key is the first three letters of the first
'non-English-article word of the title followed by the first letter of the
following three words each separated by commas. For example, the title search
key for George H. Daniels' American Science in the Age of Jackson is "AME,S,I,T".
The title

E-

key for C. P. Snow's-Last Things is "LAS,T,y1,16".

Search Keys - Maim Entry Index -

0
(Suppfegtentary pages will be issued containing a description of the search

keys be used when searching by main entry only.)

`4

CATALOGING WITH'EXISTING BIBLIOGRAPHIC INFO TION

This section describes cataloging employing a master bibliagraphic record_
displayed on the CRT screen that qwas located by using either an LC card number
or a search key. The majority of cataloging will then proceed with editing of
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the bibliographic data and acceptance or construction of a call _number. However,

-before final cataloging, other information can be obtained from the system such

as other titles by tI'e same author, authority for entry, other titles classed,in

the same class number as given on the master bibliographic record, and determine-

' tiara as to whether the class number used by the Library of Cohgress is the same

class number in which the libraryplaces bookS on the stbject of the title at.

hand.

Most libraiies use 'the Library of Congress main entry as an authority and

supplement Library of Congress cataloging with their own authority file.

. Authority files may be entered into the system, but in their absence a LibrAy `

of Congress record willbedisplayed' if it is'in the system. To check for

authority information the cursor should be positioned immediately following the

main entry, then depress the key labeled AUTWORITY and then SEND. An authority

record or a Library a Congress record Will be displayed as a truncated'entry if'

either is ,present in the system, The cataloger may then obtain the.full reopid

by follewiing the. procedure. described -under tke subheadln Search Key.
. .

Thecataloger,may also determine what titles have already been entered in a ".

given clihss number by positioning the cursor in the blanP spa& following the

class number displayed on the screen proiiding that the class number does not.end

. with a date; if the numbdr terminates with a.date,.place:the cursor in the blank k.

space before the da.te. Next, 'depress DISPLAY RLC'D and then SEND. Truncated

entries for-up to ten titlesclassed undeethe number. being searched by the .

'library doing the searching will then be displayed on '-the screen.

I

Editing BitliographieData

The cataloger will probably first scan the bibliographic data for errors and

by "errors" S meant only'errors in spelling or in tagging and coding. These

errors sho d be corrected on the sceen by ove1typing the incurreet,character or

character . To overtype, position the cursor over.'the incorrect character a.td

type the correct character.

If there is an extra character in the data on the screen that is not on the

title page, that charatter may be deleted by positioning the cursor on the

offending,character and depressing the key labeled DEL.. If characters have been

omitted rom thy data that are on thetitle page, insertion of characters can be

-achieved. as, previously described under INSERTION in the sectimentAtled
OPERATION OF TERMINAL, The cursor should be placed in,the.position where the..

omitted text is to be inserted, Thendepre3s the key labeled INSERT; the small

orange indicator 'lamp bearing the caption INSERT MOPE will light up. Next type

the text that is to be inserted. The textafready,on the screen will
automatically advance to make-room for the new text. When the insertion is

complete, delfress the INSERT key again,_ the indicator hilnp will go out, and-th,

terminal will return to ndrmal.mode.

A new field can be inserted by opening up a line for the'insertion 6? by

typing the new field following the last line4displayed. To open up a new line,

position the *cursor at the start of the line to follow the new line an nsert

a paragraph mark.. Then put the terminal into insert mode and type in the new

field. %,



Whether the new field is inserted or. added, it must be given a decithal
fraction number that u/11 position the field relative to existing numbered.fields.
For example,.if a cataloger wished to insert. the subject heading "PovertT" as the
first subject heading in Figure 4, the new field could be numbered 5.5.
Supsequently, the cataloger could add another subject-heading field between

\`
"Poverty" and "Social work with youth.- New Haven" .by assigniev5.8 to the second
new fiead.

.

Whenever a correction, deletion, or insertiqn has.been effected in a field,
the key ADVANCE LINE should be depressed until the cursor is in the first position
of the field following that in which the change was made. Then*depress,SEND.
This action will have the effect'of communicating the altered field to the computer
so that the xards produced will contain the -change made in that field. qnly those
fields in which changes 41.--t made need to be sgpt to the central computewhen
cards are to be produced from a bibliographic record already in the system.

If the book at hand is a different edition-from the one on
/t

he screen, the
edition statdment and -file imprint and perhaps other changes can be effected'
u ing the techniques just described. However, a different edition (not Merely a
ifferent printing) constitutes a separate bibliographic recd, and the edited

text on the screen should be viewed as new cataloging. There ore, followthe
procedure described-under the subsequent section entitled-INPUT CATALOGING for
the transmiSsiorkof the data, field by field, to the central computer.

Class Numbers

For a bopk to be classed in the literature section of a classification
schedul and in some other sections of Classification schtMes, it will be
necessary. -check to see if the library use the same class amber for the author .

as that on the bibliographic record display d. To do so, the cataloger should
follow the procedure described above. If th library has used the class number,
truncated entries for up.to the last ten titles assigned the number will 11
displayed, and if the entries'displayed are for tie author being searched, the
cataloger can accept the class number on the master bibliographic record. How-
ever, that record will have disappeared from the screen when the truncated
entries were displayed. Therefore, return the cursor to home if it is not
already there, type PS (for "previous screen"), and depress DISPLAY RECD and SEND.
Thepaster record will reappeat,, and the. cataloger can continue cta.loging".

When,tht library has not used the class number 'being searched, a truncated
version of the entry. most, recently assigned to the number on.either side of the 7-

.number being searched will be displayed. If the alphabetized location of the
author's naTe is between the two names displayed, the cataloger'can accept-the
class numbei- on the master record and proceed .0, tIVNCYkbed in the .previous
paragraPh.

When the author's name being searched is not in an alphabetized location
"'between the names, in the two entries displafed,.the cataloger will select.an
arbitrary'class number beyond the.number for the entry that alphabetizes more
closely to the name souft. Type the selected number at the home position,
then CL, depress DISPLAY itEC'D acid then SEND. jhe cataloger should repeat this
procedure until the correct, alphabetized location for the author's name being
searched is discoitered.

1.1

ti
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It mUst'be pointed out,-however, that the procedure described in the last
.

two paragraphs will not produce valid results
0
until after the 'ibrary has

converted dnti entered into the system its -entile*shjlf list.

Call Numbeis

t.

Processing of call numbers can constitute 1) acceptanc of a call number
displayed with _the bibliographic data; 2)' an dlteration'of the. call nunler
displayed; or 3) the addition of a book number. to a class number displayed.

. \-
"Libraries mimicking LC cataloging will be, able tb_accept,LC call numbers 1

as displayed when such a call numbdr is made-up of an LC'classification number
plus,a book number. However, if the library has not converted. its shelf tlist
and is not employing a special character at theend.of call !limbers produced it
the on-linolisystem or is not using an "x" or some other character at the end of
call numbers for which the library 'has done oxiginal cataloging, it will be-.
necessary for the operatbT to check -the call number against tlite shelf list to
determine whether or not thocallnumber has already been used. Once the
library his converted 411 of As holdings into the on -line system, *the checking
can be dune from the terminal by placing the cursor atl.the.end of the call number

)

field, depressing CHK CALL NUM and then depressingSEND. A message will -be..

printed out at the top of the screen informing the cataloger whether or not the
call number checked has already been used.

The cataloger may change a call number by overtyping a character or -

-characters, by deleting a character or characters, or by adding characters.
Presumably such a changed call number, will require checking, and_the same
procedure described in-the previop paragraph. should be followed. Libraries /-
employing LC's alternate literature class number orDewey classification numbers
will need to complete such class numbers when displayed on the screen by
adding a book number. Once again, it willbe necessary to check whether or-not
a new number has been used by following the procedure described above even
though the...library may be using a special symbol at the.end of the call number
to denote that the call number was produced in the on-line system:'

.

When the call number has been completed on the screen, it should be-
written in.the.book to be used-in physical processing. If -the Abrary has an
optional printer attached-in the terminal, the cataloger should return the
cursor to home, type LL (for labels), depress PROpUCE and then SEND. The
computer will reply by writing text for the labels on the screen. Next, the
cataloger should depress PRINT; the labels will then be typed on rbeforms'in
the typewritdr.

The subsection Multiple and Partial. Holdings describes tile licrocedure for
adding holdings information to call numbers as well as location &tamps not
automatically supplied,by the catalog production program.

Holding Library

Unless this` field is filled in on
place the symbol for the library doing
staller institutions there is only one
the holding library symbwol will alwa

,

16

the screen, the system will automatically
the cataloging in the fiild. In some
holding library so that insertion of
be automatic.
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J 1
a

in institutions mNe than one holding library, qrary, the Cataler should
..

.

always enter the holding library'symbof whefiever the holding librily differs from
-the main :ollection, inttc. library.in "khich the cataloging is being done.'' These

i sybols'are the sane as those employed in off-line catalog' production. For
exampleheiat Ohio Uni.versi;y, the symbol fora.the reference collection in the main
library Is "OUR", and this\ symbol should be typed into the position ,designated
when the book is-to beshelVed in Reference, Similarly, a bbok being cataloged
for the' Ping Arts Library' at Ofiibllniversity shotild have "OUA" entered for it.
When a book is being cataloged for the main library, no symbol need be entered,
for the sys.i.em will -automatically default .to V', the symbol for the main
'collection. f

I .

, . .

A ,
, Multiple and .Partial Holding .-

Proyision rg made in thesystem for-recordialg and printing' holdings informa-
tion. 'This section gives the cataloger sufficient information for him to be able
to introduce into the system all'the data necessary for the printing of cards
and for the circulation of the book. 8

Hea41 as'elsewher e, the subfield delimiter "double dagger" will be
represented by t,4", tie end-of-field paragraph mark by !I" mnd.all other
characters will represent "themselves.

The,tag'for the holdings field is 049. Theke must be one and 'only one 049
field for each and ei'ery call number. Thus, if the cataloger has assigned' two
call numbers to two_ccpies of a book, then each of the call number fields should

lippe succeeded immediately by a holdings field: ,If the hol ings field.is absent,
a default 049-field will be used by the system.

The interpretation and use of the contents of the 049 field is governed by
its indicators. Both indicators for the 049 field Will be used. The first
indicator controls the printing of the holdings linformation. If the first"!
indicator is e 0 (zero), the holdings information is fowcirculatio'n purposes
only, and no iaforMation below the holding library level is to be printed on
any.cards. If the first flidic:..tor is either a 1 or a 2, all holdings information
will De used in card, roduction. The information will be formated according to
one of the two formulae specified by the library and selected by the indicator.

The second-indicator indicates whetherlur not the.049 field contains all of

o': dicate'that the information in the 049 field is complete;_

the holdings inforion for this particular title-call number combination. A
0 (zeft) is used t

a 1 indicates that it Is incomplete.

The "a" subfield is set up to hold ;,:11 the shelving information necessary
to locate a book. The most important itcm is-fhe holding Library code. These
codes are the same three-letter codes that were used in the off-line system and
have the same meowing. If witlhn -a holding library there are special shelving-,
1:vcations for which no codes have been assigned, the stamps corresponding to
.these locations will also be carried in the "a" subfield: For-example:

For XavieroUniversity (XAV), which has a locked stack:thefollowiliggrmight
be used!

049 00 i'AV[LOCKED] [STACK]#' (ex. 1)
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There are\ ,fouf thill'o to note in this exadplq: 1) the'ia" is not written in since
t1.. first subfiel, is t4 "4" subfield; 2) brackets surround all information with
the exception of the hal-ding library code: each line of the stamp is bracketed
separately; and 4) the stamp follows the holding library code indicating that it
should be prAnyd belot, the call number.

/

Ohio University (OUN), which does not have automatic nersize, can indicate
the special shelving of an 'oversize book 'by:

019 00 EQUARTOWHELFJOUN (ex. 2)

Note that in this case the stamp would be printed above the call number.

If a library shelves only the latest voluMe of aseridi in a spetial ,

location, this information, when carried as a stamp, can be carried in the "a"
subfield. For example, Marietta College (MRC) shelves only the latest volume of
Moody's.handbook of common stocks in its reference collection; 411 previous volumes -

are shelved in the main library's stacks. This information can be carried in the
system as:

049 01 MRCILATESMVOL INHREFAr (ex. 3)

As with the off-line system, no stamps should be entered whit would other-
wise be,produced automatically such as.those baied upon the holdi library code,
automatic oversize, vtc. =

If a single copy of a work is to be.shelved in the Cataloging library dia_no
special stamps are to badded to the call number, then the holding library co
fat the cataloging library need not be entered -- it wail be used as the de
For example, if 'Kenyon College (KEN) were cataloging a work for the main li rary's
stacks, then

049 001

and

(ex. 4)

049 00 KENt (ex. 5)

would convey the same information to the system, and either could/be used.

he "c" subfield identifies copy numbers. In the previous xamples (ex. 1-5),
where no "c" subfield was entered, a "+c 1" was assumed. Howev r, since the first
indicator was 0, the assumed colty'number would not have been p inted. This
information could have been explicitly entered in example 1 by/entering:

049 00'XAMLOCKEDJ[STACK] 4c 1 (ex. 6)

and -in example 5 by entering:

049 00 ic 14F (ex. 7)

If in example 5, tuee copies of the book had been acquired, the following
equivalent holdings fitld could have been entered:

049 00 4c 1-3*

J
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As a suAary to the preceeding examples, one More example with a single
1,ariation be dt..1.(.ped. If Ohio State University'has hree copies of a work
and if the cataloger wishes to pro-Vide the system with the following infOrMation:

the main library (OSU) has copy 1 .>

the fine' arts library (OSF) 'has copy 2

copy 3 is lacking

the main libraryLhas copy 4

This information could be entered into the system as:

049 00 OSU +c 1,4 $a OSF *c 2

This entry can be read as

OSU has copies 1 and 4, and OSF has'copy2.

If Ohio State University numbered its copies within the-holding libraries
instead of within'the total libraluetem, and if the.missing copy had been the
second copy in the main library, t A.*

)

OSU has.a copy 1

OSU is lacking a copy 2

OSU has a copy 3

OSF-has a copy-1

would have been the desired information to enter, and example 10 will accomplish
this entry.

049 00 OSU 4c 1,3 $a OSF *c 1 I (ex:10)

The difference between multiple and partial holdings,statements (both are.049.
fields) lies in the subfields-used and hence is determined mostly by the cataloger.
Udder a certain set' of conditions (specified below),the cata'1o4er_can tonstruqt a
049 field completely and unambiguously by using only "a",mnd,"C" 'subfjelds. A 049
fielt.3 so constructed is a multiple holdings statement. If any of the other avail-
able suhfields-are used (all of which are defined below):t1r resultant 049 fi&W
is a prti:ill holdings statement.

The conditions under which a multiple hOldings _stktement can be used are: 1)
the library must have one or more,complete copies of.thtwork and no incomplete.
copies (i.e. no physical volumes are lacking from Ay set);and-2) the . number of
physical volumes must be ascertainab e from the collation statement] as it appearA.
in the master'record. For this second ndition to hoWtrue, theccollation line
must begin with pagination information (1 e. the wOkk is complete in.ene volume)
tor begin with "n v." or "m v. in nv where bnth "m" and "n"-representArabic
numbers in these formulae, and "n" is taken to be the number of phYsical,volumes
in both formulae. If either of the above conditions cannot be met (for example,
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the nu4Nertof volumes is ,open) , then the holdings statement must be made into a
t .

,,,,
j

partial .holdings staterent. If the volumes are not known. as vol.1; vol.2, etc.

within
,
t,he_library e.g. if 'dates or accession numbers are use . to

and circulate indiidual volumes) or if one-or more ifolumes art IL ..1 under

different call num$ers (i.e. volumes of the work have to be split oetween two or

- more di.ffeTent 049 fields) the holdings statement must be a partial holdings
$statement. , -

The "v" subfield is to identify volume information either physical-or biblio-.

graphical, depending upon the library's practices. If the'cataloger 'records

bibliographical instead,of physical volumes and if the number-of phy0c11 volumes

differs fron! the number'of bibliographical volumes, then the cataloger will have

to use#additional subfields '.and/or brackets (see below) to describe to the system

how the bibliographical volumesjelate to the physical volumes. For example, if

Western College i r Womr (WCW) had two copies of volume 1 and one copy each of

volume 2 and 3 of a 3 volume (both bibliographical and physical) set, then the

following would be used:.

Op 10 WCWItc_l fv 1-3 *c 2 --4-v 111- s (ex. 11).

The "p" subfield is the text level of breakdown below the "v" (volume) leve

For example, if Ob&rlin College had one complete copy of a two volume work the

.
first volume of which was in two parts and-each part was bound separately
(collation s- tarts: 2 v.-in 3), then the following would be used -

\ .

649 10 OBE tc 1 4v lstp 1,2 4-v 2 * (ex. 12)

The "q", "r", "s", "t" and "u" subfields represent additiOnal successivp

16/els orbreakdown below the "p" subfield.= The "names"'of these levels and for
the "V" and "p" levels depends upon the formulae specified by the library;
however, it=has seen assumed up to this point that "volume" (vol., vol, v., etc.)

has been used at. the "v" level and "part" (r-., etc.) at. the "p" level.

or
Once a formula has been set up by a library to control printing of holdings

information, it willthen become necessary occasionally to change...Th.?. text of

the4.formula. For example, if the formula has been setup to preceed the contents
of the "v'_'-subfield with the test "v." when printing and If the cataloger now has

a German'work in hand and wishes to.use-"Bd." then the cataloger should enter

tv [Bd.] 1-3

instead of the nolual

*I/ 1 -3

Whenever bracketed text preceeds the normal contents of a subfield, the bracketed

to t-- overrides the default teyt specified in the printing 'formula.

Occasionally the need arises' to. use nonnumeric information in one of t'

subfields ch\the pia eof ric information (e.g. a book-has two parts "a" and

"b", instead f " a h2")."The non-numeric data is placed in parentheses in

place of the n exic information for the example cited above:

,\+p (a) , (b)

VP



.7

Also, if nmedc data contL ins a'deciral Dr a hyphen, the data should appear in
parentheses.

The following three examples (ex. 13-15) were'drawn from the holdings of
Bronn's Klassenlmd Ordnungen des Tierteiehs in the Botany and Zoology Library
at Ohio State University (OSB).

049 fl 05B *c 1 4v [Bd.12 +13, [Abt.] 3 Sq

(Buch) 1-5% C

Example 13 records Bd.,Abt..3, Buch 1 through Bd.2, Buch 5.

.049 11 OSB tc 1 f-v [Bd.]3 itp[Suppl.]() -tq

(ex.-15)

,

[Aht.]l tr [Lfg.](1-47),[Lfg.1(48-T31-.
. (ex. 14)

Example 14 records Bd.3, Suppl., Abt.1, Lf0-47 and Bd.3, Suppi.',Abt.1, Lfg..
48-98.

.
e #

049 Yl. OSB #c 1 $v [Bd . ] 5 :p [Abt . J 3"4.q [Buch112

4r [Teil] (a), [Teil] (f)111 (ex. 15)

29

Example 15records Bd.5, Abt.3, Buch 12, Teil a and Bd. 5, Abt.3, Buch 12, Teil f.

If a library records such data as accession numbers, dates, or dates e
publication as part of holdings information, this data should be placed in brackets
following the'numeric and/or parenthesized portion of\the lowest level subfield
corresponding to'the item. K

Some examples are:

049 11 Ate 1 fv 29{46862],30[48350] 1 ex 16)

049 11-WCW4c 1 4v 10[1969],11[19701(1 (ex. 17)

-049 11- WCW fc 1[37226],2[37227] (ex. 48)

Iggenevel- volumes bearing the same title are bound together but the library
desires that they be listed separatekr in the library's froldings, the binding of
the works should be indicated with braces. Some examples are:

049 11 0SUtc 1 tv qt.!) [no.]1[Jan.1956],ko.12[Mar.1956],[no.] 3[1qay 1956],
[no.]6[Nov. 1956]}1 (ex. 19)

ti

049 11 OSU *c 1 1v 1-52, [6-101,11,12} -_ (ex. 20)

In example 20, volume 1 through 5, and 6 through 10 are bound together.
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I
Local 'oote

-84 r

If there is a note to be printed on the card that relates only to the specific,
copy being_cataloged, that note.should be writteri'in the 590 field. Both
indicators'are blank.

4o
Use r Option Area

If data is to be entered into the user option area on the bottom line of cards
(see Manual for OCLC Catalog Card ProdUstion (February 1971) p. 28). the data is ,
given the tag 910. Both indicators:are blank. For,example, an accession number
to be to this area mould be entered as follows:

910 123456.

-However, if a library's profile provides for data o/e go automatically into the
user opt ion. area, entries could not. be ::.ade manually into the 910 field.

Production of Catalog Cards

When the bibliographic data has been edited, the call number constructed, the
holding library symbol added, and local note,'Ilany,'put in the 590 field, the
cursor should be returned to home, the key beled PRODUCE should be depressed and
then.SLND. This action will cause all n essary cards to be produced to be
delivered to the cataloging library in. ks,' ready to be filed in individual
catalogs. The new-holdings information about the title including institution,
holding library, call number, and local note if-any, will be°added to the system
files. In addition, all infbrmation required*to reproduce the catalog cards will,
be retained on an archive tape.

.INPUT CATALOONG

Cataldging that is new to the central database will be discussed in th's
section. From the viewpoint of the cataloging 1 nary, such cataloging mayinot
be "oribnal" since itima#16cavtitute LC catalo ing not available in the master
bibliographic record file, but available elSewhqre such-as on a p of slip-or
in the printed National Union Catalog.

I, To undertake input eatalogi44 the cataloger should first regust a workform
of the v.,tem. Return the cursor to home positiori-fifInecessary. Type WF-\
(abbreviation for'"workform"), then depress DISPLAY RF.C'D and SLND: A'workfurm
like that depict o41 in Figure 5 will appear on the screed. The dashes, "-ul in
Figure 5 will be blinking to remind kte cataloger to fill them in. The blinking
ashes repAent digits in tihe tags and indicators. The asterisks in Figure 5
retvesent par graph marks.

"

40ransmiss on of input cataloging in the computer is field by-field: As soon ,

s a field has teen completed, the ADVANCE LINE key should be depressed and then
SEND; the completed field will be transmitted. The entire fixed field should be,
transmitted in the same manner. When all fields have been transmitted and the'
commandvto produce cards hv beef given, the computer will assemble the fields
into a master biblographic record, assign to the record anPOCLC'record number
if an-LC card number is 1-ckini, aad 64F record to-files, index it, and produce
cards.
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i

Cursor at home position]

Type: Lang:

Form: I$BN:

Intel Ivl: Card No:

Bibl lvl: ft

1 1-- d 9-
t> 2 24- 10A+C 9-
1). 3 250 It
I>. 4 260 b c 09-

:. 5 300 b c ori-

p. 6 4-- d 11.

I> 7 5-- 11

t> 8 6-- -,-

r> 9 7,- -- 'd it
p10 s -- IF
.D11 092 b It
D012 049 41-

(>13 590 171-

0

J

, Figure 5: Workform onscreen for a Dewey library.

)

,

i



32

Fixed Fields
_()

In the workf9rm there are seven fixed fields that precede the bibliographic

data fields. These fields may.be filled in at anytime during the cataloging. All

fixed fields except Illustrations; ISBN, and LC card numbers will have defaults
that will be in effect unless expressly overridden. The cataloging source item
can be defaulted according to the terminal being used, but this item is also
capable of being overridden. For example, it may be_in a university library system
that the main library does most of the cataloging centrally, but that some depart-
ment libraries, such as themusic library, may catalog special types of material.
If the music library catalogs phonograph records and has access to the terminals in
the central library, the operator can then key in the music library_symbol,as
cataloging source.,

in the following listing theedefault conditions are underlined. The default
techniques makes it necessary for the cataloger to key in the appropriatd symbol
only when the default is not in effect. For examPlv, whenever the material being
cataloged is printed language material as will be the case most of the time, it
will not be necessary to key"the character "a" 'after TYPE. However, if the
material is printed music, then the character "c" must be .keyed in.

TYPE: one character

a Language material, Printed

b Language material, Manuscript

c Music, Printed

Music, Manuscript

.e Maps Od atlases, Printed

Maps, Manuscript

g Motion pictures and filmstrips

h Microform publications

i Phonorecords and other sound recordings, Language or spoken

j Phonorecords and other sound records, Music

k Pictures, designs, and other two - dimensional representations

1 Computer media, i.e., machine-feadable data

x Authority data, Names

y Authority data, SubjectS

BIBLIOGRAPHIC LEVEL: one character

m Monographs`

s Serials\
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one character

Juvenile

$ Non-juvenile

FORM OF REPRODUCTION: one character

a Microfilm

. b Microfiche

c Micro-opaque

d Large print

$ blank (Not a reproduCtion)

LANGUAGE1. Three alphabetic characters

eng English (Appendix II is a table'-of language codes)

If the language of the-title differs from the language of
the text, the abbreviation for the title language should
be entered following a comma typed after the, abbreviation
-for the text language..

eng, fre

ISBN: A 10-digit number

CATALOGING SOURCE: three characters.

LC CARD NUMBER: Complete number including piefixes and suffixes if-present.

Bibliograph4c Data Fields

The bibliographic data fields should be .filled in according to the instructions
-givAn in the manual entitled Creation of Mdchine-Readable Catalo Entry. For exdmple,
the first line of bibliographic Vta, namely the mainientry, in Figure 4, could, be
filed in'as follows:

(l) 100 10 Cary, Max, +d 1881-1958A
\

This line was prepared by placing the cursor over the first blinking dash .

tollowidg the "1" in the tag, next the "0" (zero) was typed, anct "0", a space,
a "1" and then a "0". At this junction the cursor was on the ace before the
double dagger. The key labelled INSERT was pressed and the author's name including
the final comma was typed: While the author's dame was being typed, the
delimiter, sub-field code "d" and the paragraph mark moved along to the right,
the data being inPUt. Following the author's name, a,space was inserted by
depressing Ihe\space bar. Then the cursor-move-right 'key was held down until the
cursor had mvveaobto the paragraph mark. The birth and death dates and period
were-then typed in. The INSERT key was depressed again to take the terminal out
of insert mode, and the'ADVANCE LINE key depressed so that the cursor was
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positioned at the first column on the nekt line. Next SEND`was depressed.so that

the first field/was transmitted to the computer.

The following example is more complex:

(r) 100 OD Constantinus*b XI Dragases,
4

#c Emperor Of the East,+d d.1453

In this example, the cursor was positioned on.the first blinking dash that followed

the "1" of the tag as shown in Figure S. Next, the cataloger typed in the "0"

(zero), another "0", a space, and two more 0's in the.two indicator,fieldS% The

first indicatqr designates the main entry as being a forename. At-this juncture,

the cursor was on the space before the delimiter. The INSERT key was depressed and

"Constantinus" was typed followegby a blank which was typed in using the space

bur. Next was.typel th'eltieIimit6 and the lowei case "b" followed by a blank, then

"XI Dragases," another blank wds inserted alter the comma and the delimiter
followed by lower case "N' was typed, then a blank, and then "Emperor of the East"

followed by a comma. Another blank was inserted, and the cur -sor -move -right key

employed to move the cursor past the subfield code "d" to the paragragirmark.

Finally, "d. 1453" was typed in- T 4n the INSERT 'key was depressed again to take

the terminal out of insert modej.an ADVANCE LINE was depressed, thereby position-

ing the cursor in the first position of the next line. Lastly, SEND was depressed

to transmit the main entry field to the central computer. The remaining fields

through tag 800 should be constructed in the same manner.
. . -

If a field!on the workform does not exist in the data, it .an e skipped

over by depressing ADVANCE LINE., For example,.after transmisst,411 the title

-field, Ihe'cursor is blinking on the first character of the edition field. if

there is no edition statement, the cataloger has only to depress ADVANCE LINE- ti

to skip this field.so as to insert data in the imAintfele14-.4Similarly, if there

is no. data to be'inserted following a subfield COde' workform, the computer

will automatically eliminate that code. For example, it the imprint field .a

publisher may be\lacking so that after place of publication has bben inserted,
the cursor,will be moved to a position fo owing subfield cos-h "c" andthe date

inserted. When the imprint is transmitted o the computer, the computer will

di'scard the delimiter and subfield code "b"

-

NolOibliographic fields

Data for the,call Aumber, holding library,,and local notes will be inserted

"in the manner described for such new information, in the Rrevious section. Each

field should be separately transmitted to the central site.

The languages field (041) shoUld be Eked in'if apprbi)riate and transmitted.

(See MARC manuals)

Produce Cards

The production of catalog cards is carried'out as described at the end of ,

the previous section except that in input cataloging all of the input cataloging

in fixed fields will also be added to the mister record base.
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APPliNDIX 1: Fable of Charrters

Unless specified otherwise, the character displayed in the Table is the
desired character, and the keys activated to-produce a character are the same as
the keys that would be used in,normal typing.. The SHIFT and SHIFT LOCK keys are
.operated in the same manner as the corresponding keys of a typewriter and serve
the Same function.

The CONTROL key is operated in the same manner as a SHIFT keybut serves
a different function. The CONTROL key is a special "shift" that is necessary
for the generation of the start-of-mhssage (p), paragraph mark (9), and
delimiter (4) characters, and the cirar-page and master-reset fuEctions.

The ESC (escape) key is also a spetial."shift" in its function; however,
it is not operated as a shift key. Whenever the.ESC ,key is struck, the keyboard
is conditioned,for the special-character set which includes the diacritics.
Hence, after sW.king 'the ESC key, both hands arelfree to activate the other
key or keys necessary to produce the special character. The ESC key is also
used in the two stroke operation ESC, DEL PARA in order to deleteto -the next
paragraphmi:rk. If the ESC key has been depressed accidentallyoits effect
can be canceled by striking the CONeROL kCY.

The ADVANCE CJRSOR bar may be used in place of the BLANK key under either
of the following conditions: 1) the machine is in the INSERTMODE; or 2) the

_cursor is positioned at an otherwise_blank position,on the screen:

41.
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APPENDIX II: ,LIST OF LANGUAGES AND LANGUAG1 CODES --July 15, 1969

(Extracted fr&r. Data Preparation Manual: MARC Editors)

Code Language

ACH Acholi
AFR Afrikaans,
AFA- Afro:Asiatic .(Other)
AKK Akkadian
ALB Albanian
ALE Aleut
ALG Algonquin

Amarinya see. Amharic
AMH,

Ancient Greek sec Greek (Classical)
Ancient Hebrew see, Hebrew

ANG Anglo-Saxon
APA Apache
ARA Arabic

5
ARC Aramaic
ARP Arapahoe
ARN Araucanian
ARW 'Arawak.

ARM Armenian
Armoric see Breton

ASM Assamese
AVA Avar

Avaric see Avar
AVE Avesta
AIM Aymara
AZE Azerbaijani

Aieri see' Azerbaijani
.BAL Baluchi
-BAT Baltic (Other)

Bamana see Bambara
RAM Bambafa

Bantu see _Niger -Congo
BAK Bashkir,

, BAQ Basque
BEJ Beja
BcL Belorussian
BEM Bemba
BLN Bengali
BLI( Berher Croup
B1H Blhari

Biluchl.. see Baluchi
Bishari 'see Beja

BLA Blackfoot .

Bohemian .see Czech
BRE Breton
BUL Bulgarian
BUR Burmese

4

Bushman see Sub-Saharan African

k



CAD Caddo
CAM Cambodian /'

Canarese see Kannada
CAR Carib

Castillian see Spanish A
CAT Catalan
CAU Caucasian (Other)
CEL Celtic
GAI Central AmeriCan Indian (Other)

Chaldean see Aramaic
CHE Ehechen
CHR Cherokee
CHY Cheyenne
CHB Chibcha
CHI Chinese
CHN Chinook
CHO Choctaw
CHU Church Slavic

c-CHV Chuvash
Classical Greek see Greek (Classical)

COP Coptic
COR Cornish
CRE Cree .

CRP Creoles and Pidgins
CRO Croatian
CUS Cushitic (Other)
CZE Czech .

DAK Dakota
DAN "Danish

Dano-Norwegian see Norwekian,
DEL Delaware

Denca see Dinka
DIN Dinka 4

DRA Dravidian (Other)
DUA. Duala
DUT Dutch
EFI Efik
,EGY Egyptian
ENG English
ENM English (#iddle)

English (Old) see Anglo-Saxon
Erse -see Gaelic
Eskimoan see Eskimo

ESK Eskimo
ESP Esperanto
EST Estonian
ETH Ethiopic
EWE Ewe

FAN Fang

Farsi see Persian (Modern)
FIN Finnish
FIU Finno-Ugrian (Other)
FLE Flemish
FON Fon
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FRE .French

FRM French (Middle)'
FRO French (Old)
FRI Frisian
GAA Ga

GAE Gaelic .

Gaelic (Irish). see Irish
Gaelic (Scots) _see Gaelic

_GAL Calla
___

Ge'e: see Ethiopic
GEO Georgian
GER German
GMH German (Middle High)
GOH German (Old High)
GEM Germanic (Other)
GON Condi

GOT Gothic
GRC Greek (Classical)
GRE Gro.k -(Modern)

GUA Guarani
Guerze 'see kpelle

GUJ Gujarati I

HAU Hausa
RAW Hawaiiarr.

HEB Hebrew
HER Herero
HIN Hindi

Hindustani (Arabic) see Urdu
Hindustani (Nagari),see Hindi

.f:

Hottentot see Subl,Saharan African

HUN Hungarian
HUP Hupa

Iai see Valayo-Polynesian
ICE Icelandic

ILO Ilocano

tINC Indic (Other)
INE Indo-European (Other)
IND 'Indonesian ,.

ANT lnterlingua
IRA_ Iranian (Other)
IRI Irish

IRO Iroquois
Isi-Xosa see Xhosa

ITA Italian

JAP Japanese (Use for related Japanese languages and dialects)
JAV Javanese

Judaea -German see Yiddish AP

Judaea-Spanish see Ladino

KAC Kachin
Kafir see Xhosa

KAM Kamba
Kanarese see Kannada

KAN Kannada

KAU 'Kanuri

MA- Karakalpak

...
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A

KAR Karen
KAS Kashmiri
KAZ Kazakh

Kechua see Quechua
Kewa see, Papuan-Australian
Khmer .s.L1 Cambodian

KIK- Kikuyu
LiMbundu see Niger-CongoN,

KIN Kinyarwanda
K1R Kirghiz

Kongo
KOR Korean (Use for related Kpreari 'languages and-dialects)
KPL Kpelle
Kgo Kru

KUR Kurdish
KRU Kurukh
LAD Ladino
LAU Lahnda,

LAM ' Lamba
Landsmaal see Norwegian
Languedoc see Provencal

'LAO Laotian
LAP Lapp

,LAT Latin

LAV Latvian
LIT Lithuanian
LOL Lolo
LUB Luba
LUG Luganda
LUI Luisa()
MAC Macedonian

Madagascan see Malagasy'

MLA Malagasy
MAY Malay
MAL Malayalam
MAP Malayo-Polynitsian (Other)
MAN Mandingo
MNO Manobo
MAO Maori.
MAR Marathi'
MAS Masai

Mashona see Shona_
MYN Mayan

Mbundu see Niger-Congo
MEN gende

Middle English see Lnglish (Middle)
Middle Frenchsee French (Middle)
Middle High'German lwe German (Middle High,
Middle Persian see Pahlavi

MIS Miscellaneous
Modern Hebrew see Hebrew

MOL Moldavian
Mole see Mossi At
Mongo see Lolo

J

4
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MON Mongol
Mopgolian see Mongol
More see Mossi

MOS Mossi -----
MUL Multilingual
MUS Muskogee

Nandi see Sub-Saharan African
NAB/ Navaho
NEP Nepali
NEW Newari

Nguna see Malayo-Polynesian
NIC Niger-Congo (Other)
NAI North American Indian (Other)
NOR Norwegian
NUB Nubian
NYM Nyamwezi
NYA Nyanja
NYO Nyoro
OJI Ojibwa

,Old Church Slavonic see Church Slavic
Old English see Anglo-Saxon
Old French see French (Old)
Old High German see German (Old High)
Old Persian see Persian (Old)

ORI Oriya
OSA Osage

Osmanli see Turkish
OSS Ossetic
OTO Otomi
PAN Pahari
PAL Pahlavi
PLI Pali
PAN Panjabi

Panjabi (Western) see Lahnda
PAA Papuan-Australian (Other)

Pashto see Pushto
Persian (Middle) -see Pahlavi

PER Persian .(Modern)
PEO Persian (Old)
POL Polish

Polyglot see Multilingual
POR Portuguese
PRO Provençal

Punjabi see Panjabi
PUS Pushto-
QUE Quechua
RAJ Rajasthani

Rhaeto-Romance see Romansh
Riksmaal see Norwegian

ROA Romance (Other)
RON Romansh
ROM RoMany
RUM Rumanian

Rumansh see Romansh
RUN Rundi



RUS Russian
Russian (Old) see Church Slavic

SAM Samaritan
SAD Sandawe
SAG Sango
SAN Sanskrit

Scots Gaelic see Gaelic
SEL Selkup
SEM Semitic (Other)

Sephardic see Ladino
SER Serbian

Serbo-Croatian (Cyrillic) 'see Serbian
Serbo-Croatian (Roman) see Croatian

SRR Serer
SHN Shari

SHO Shona
Siamese see Thai

SID Sidamo
SNI) Sindhi

SNII Singhale
SIT Sino-Tibari (Othei-)
SLA Slavic (Other)
SLO Slovak
SLV Slovene
SON Somali
SON Songhai

Sorbic- see Wendic.

SAI South American Indian (Other)
SPA Spanish
SSA Sub-Saharan Afri,:an (0Thet,)

Sudanic .see Niger-Congo
SUK Sukuma
SUS ,Susu

SWA Swahili
SWE Swedish
SYR Syriac
TAG TagalOt

* Tai see Thai
TAJ Tajik
TAM Tamil
TAR Tatar

Tchetchen see Chechen
TEL Telugu
TEM Ipmne
TER Tereno
TIIA Thai

T1B Tibetan
TIG Tigre
TIR Tigrinya
TSI Tsimshian
TSW Tswana
TUI2 Turkish
TUK Turkmen
TUT Turko-Tataric (Other)
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TWI Twi
UIG Uigur
UKR UKrainiap
UMB Umbundu
URD Urdu
UZB Uzbek
VIE Vietnamese

Vote see Votish
Vo-tian see. Votish
Votic see Votish

VOT Votish
WAL Walamo
WAS Washo
WEL Welsh
WEN Wendic

Wendish see Wendic
WOL Wolof
XIIO Xhosa

Xosa see Xhosa
YAO Yao
YID Yiddish
YOR Yoruba
ZAP Zapotec
ZEN Zenaga
ZUL Zulu
ZUN Zuni


